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Troubleshooting 


Slow Boot Fix 


Like Windows 8 before it, Windows 10 
uses a hybrid boot to enable fast boot 
times. It sounds great but can actually slow down boot for 
some users. Disable it by searching for Power Options in the 
Start menu and running the matching Control Panel applet, 
then in the left-hand pane click Choose what the power 
buttons do. 
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Non-responsive PC 


Windows 10 has a completely 
different shell than previous 
versions. The Explorer.exe process is still at Sts core but there 
are a few additional components as well. If you dick the Start 
button and nothing happens or if the entire taskbar refuses to 
respond to an interaction, open Task Manager (press 
Ctrt+Shift+EscJ, find Windows Explorer in the task list and 
dick the Restart button: 



Fresh Installation Tool 


If Windows 10 is really giving you problems and you have tried everything else to fix the issue, you can try using the 
Fresh Install tool. You will lose any installed apps but will keep your files. 


Step 1 


First make sure you have the following: an 
Internet connection to download the tool and the 
Windows 10 image and sufficient available data storage on 
the computer you are installing on. You need at least 3GB free 
for the download and the dean Windows 10 image file. 


Step 3 


BACK UP EVERYTHING you want to keep! Launch 
the tool and review and accept the licence terms. 
Choose what you want to keep. If you want to keep your 
personal files, choose the Keep personal files only option. 
Select the OK button to start the installation. 



Step 2 


Download the tool https://www.micrasoft.com/ 
e n - gb/soft w a re -d own load/wi nd ows lOsta rtf res h. 
There is some advice on the download page about retrieving 
and reinstalling Microsoft software such as Office. It is worth 
checking this out if you are heavily reliant on that software. 



Step 4 


By using the tool, you may lose your digital 
licences, digital content associated with 
applications or other digital entitlements. Drivers may also be 
missing. If you experience any missing drivers after the clean 
installation has finished, go to Settings > Update & security 
>Windows Update, 
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Diagnosing 
Windows Problems 


Windows 10 includes some useful tools for checking on and solving problems but sometimes 
you need to look a bit further and deeper. Occasionally you just need to go back to basics. 
These tips will help you solve some common problems encountered in Windows 10. 


First Things to Check 


If you’re having problems with Windows Update, the Windows Update Troubleshooter might be able to automatically 
fix the problem. Go to Microsoft.com and search for Update Troubleshooter, 


Windows Update Troubleshooter 


Microsoft knows 
that things 

don’t always go smoothly when updating and have provided 
a dedicated troubleshooting tool for use during this key 
task. ifyouVe having problems with Windows Update, the 
Wi n dows Upd ate Trou b lesh ooter m ight be able to 
automatically fix the problem. Go to Microsoft.com and 
sea rc h fo r U p da te Tro u b lesh oote r. 
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Checking System Spec 


IfyouVe having trouble 
installing or running a 
particular app or game, it may be that your PC hardware is not 
up to scratch. All commercial software will provide details of 
required and (sometimes) recommended specification needed 
to run it. You can check system spec at any time, just go to 
Control. Panel and select System and Security, then System. 
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Check for Updates 


Keeping your copy of Windows 10 


up-to-date with the latest releases 
can really help to avoid problems before they happen. Press 
the Windows logo key and dick Settings. Then choose 
Update & security > Windows Update and then select Check 
for updates. Install any available updates and restart your PC 
if required. 



App Updates 


If an app or program isn't working with 
Windows 10, particu larly after the 
Anniversary update, try looking in the Windows Store for an 
update and if that doesn’t work, delete and reinstall it. To 
check for available app updates on the store, dick the user 
icon next to the search bar and select Downloads and Updates. 
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Laptops 



Close the Lid 

When you have finished using your laptop for 
the day, close the licL When you are moving 
your laptop, close the lid. When you leave your 
laptop for any length of time, close the lid. This 
not only protects the screen from accidental 
damage, but it will also help keep your laptop 
running between charges. 


Buy a Good Laptop Bag 

If you ever ta ke you r la pto p w i th you out of t he 
house, make sure buy and use a decent Laptop 
bag. Go for one that is at least water resistant, 
if not waterproof, to protect your laptop from 
rain. Try to buy one that is padded, or even 
better, has a floating laptop "sling” for better 
impact protection. 
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Laptop Care and 
Maintenance Tips 


Laptops are great! They are small, portable and can be easily put away when not in 
use. They are also increasingly powerful, although they still lag behind a good desktop 
system unless you pay huge sums of money for them. They are not, however, as robust 
as a desktop, so good care and maintenance is a must if you want your laptop to last. 


Caring for Your Laptop 

Some of these tips may seem obvious, and 
some might not apply to you, but even 
following a few of these suggestions will help 
keep your laptop in good shape. 


Keep Food and Drink Away 

However careful you are when eating and 
drinking, if you do it while using your laptop 
it is inevitable that at some point, crumbs 
and splashes will hit the screen, keyboard, 
etc. Unlike a desktop, replacing a crumb-filled 
keyboard on a laptop is not just a case of 
buying a new one, 


Wipe the Screen Carefully 

Laptop screens are generally not as clear or 
bright as a desktop monitor screen, so keeping 
them clean is important. Use a lint-free doth 
regularly to gently wipe away dust and dirt. 

If there are more stubborn marks, buy and 
use an LCD screen cleaner. These are cheap to 
buy online. 


Clean the Keys and Ports Regularly 

Laptop keyboards are hard to replace, so keep 
yours clean and free from dust. You can buy small 
USB keyboard vacuums fairly cheaply, and these 
can help keep dust from building up. You can also 
buy keyboard cleaner putty very cheaply online. 
The sa me ru le a pplies to th e vari ous po rts o n 
your laptop. 
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Reset 


Perform a Fresh Start 


Performing a Fresh Start allows you to do a dean reinstallation and update of Windows, while keeping your personal 
data and most Windows settings intact; an easier option than a full wipe and reinstall. 


Step 1 


Be aware that Fresh Start will remove most of 
your apps from your device, so you will have 
some reinstalling to do. In some cases, a clean installation 
may improve your device’s start-up and shutdown experience, 
memory usage, Microsoft Store apps performance, browsing 
experience and battery life. 


Step 4 


Click Get Started and you will see a UAC (User 
Account Control) dialog. Click Yes and the Fresh 
Start screen will appear. This screen provides a brief overview 
of what the Fresh Start procedure will do. You’ll also get a 
general idea of how long Fresh Start will take to complete 
the procedure. 
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Step 2 


To find the Fresh Start tool, open the Windows 
Defender tool (click on the shield icon in the 
taskbar) and then click on the Performance & Health section. 
You will need to click on Additional Info and then dick Get 
Started. If Fresh Start has previously been performed, the date 
will be displayed here,. 



I he so ft wa re w i 11 a n a lyse you r sy ste m a nd the n 
tell you which apps will be removed. There is no 
need to make a note of these apps, as Fresh Start will save 
this list and create a file on the desktop of your new, dean 
Windows 10 installation. Read through the list if you wish, and 
then click Next, 


Your device is being protected 
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Step 3 


Microsoft recommends that you back up your files 
before making changes like a clean installation 
of Wi ndows to your device. M ake sure that you have access to 
all reinstallation media (such as CDs), product keys, license 
or login information and other materials needed to manually 
reinstall apps. 
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A Fresh Start will wipe any previous versions of 
Windows, so you won J t be able to roll back. Click 
the Start button and wait for the process to complete. Once 
complete, your PC will restart and the initial setup screens will 
appear. Removed apps are displayed in an Edge document on 
the desktop. 
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E H ow to Reset 

or Fresh Start 


Resetting a PC reinstalls Windows, with a choice to deletes your files, settings and 
apps, and main system files. Restoring will undo recent system changes, without 
deleting files. A Fresh Start completely removes ail apps and reinstalls Windows. 

Fresh or Reset? 


Refreshing and resetting your Windows 10 PC are two very different things and you should always make sure you know 
which is the best choice to solve your current problem. 


Step l 


If your PC i$n J t performing as well as it once did, 
and you don't know why, you can reset your pc 
without deleting any of your personal files or changing your 
settings. Apps or software not installed through the Store will 
be removed but Windows store apps will be reinstalled, 
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Step 3 


In Settings > Recovery, dick on £ Get started' to 
begin the process. You will now need to choose 
whether to keep your files [just remove apps and settings) or 
remove everything. If you choose Remove everything, you will 
then need to choose whether to ! Remove and clean the drivel 
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Step 2 


Open the main Settings app and head into the 
Update & Security section. Click on Recovery 
and you will see several options, including Reset this PC. If 
you cant get into settings, you can access reset by restarting 
your computer while holding the Shift key; then select 
Troubleshoot > Reset. 
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Step 4 


You will be warned that you won't be able to roll 
back to a previous version of Windows after the 
reset (old Windows files will be deleted). Click Next and then 
Reset when prompted. Windows will restart and take several 
minutes to reset itself. Click Continue when- promoted. 
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Performance 


4 DISABLE UNNEEDED 
STARTUP PROGRAMS 


Now that you have removed any unwanted apps and software, it is time 
to check if any remaining apps are running unnecessarily at startup. 
Many software manufacturers will set their programs to start-up in the 
background when Windows 10 starts up. This helps the programs to 
open more quickly and makes sense for software you frequently use* 
but not for software you only use occasiona lly. 

A quick way to see what software is running in the backgrou nd is to look 
at the icons on the right side of the taskbar and open the hidden icons 
panel by clicking the small arrow. You can hover the mouse over icons 
to see what they are. 

If you want to have a deeper look at which softwa re initiates during 
start li p, open Settings > Apps > Start-up, Here you wi II see a list of all 
startup apps, along with an estimation of their performance/speed 
impact and a slider to prevent each one from starting automatically. 




5 SCAN FOR VIRUSES AND MALWARE 


Viruses, malwa re and other malicious software 
cou Id ca use yo u r com p uter to ru n $1 ow [y o r 
behave strangely. Things to look out for include: 
unexpected pop-up messages, programs that 
suddenly sta rt or stop, or the sou nd of you r h a rd ! 
d is k co n sta ntly wo rki n g. 

To scan for and remove viruses, open Settings: 
Update & Security > Windows Security (previously 
Windows Defender] > Open Windows Security, 
click on “Virus Threats & Protection" and then 
dick the "Quick Scan” button. 

You can do a more advanced scan by clicking 
"Scan options” and choosing which you want to 
perform. If viruses or malware are found, you will 
be given options to quarantine and remove them, 
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6 CHECK FOR CORRUPTED SYSTEM FILES 


Occasionally, the core system files in Windows can become corrupted! 
(for a variety of reasons) and cause performance problems, Windows 
10 includes a tool: the Deployment Image Service and! Management 
Too I, th at wi U chec k fo r sue h fi I es a n d a u to m atica lly re pla ce them, 
either with a cached version or by downloading a new version. 

Use the dism Tool - In the Search box in the taskbar, type 
“powersheir. Right-click on “Windows Powers he LI" in the results and 
choose l 'Run as Administrator" from the menu. 

At the Command prompt, that opens in the blue PowershelL window, 
type “dism.exe /Online /Cleariup-image /RestoreheaIth* without the 
quotation marks (note the space between "dism.exe ft and and 
each switch [/)], 

If the tool fin ds a nd rep la ces a ny co rru pted hies, resta rt y ou r 
computer and see if it has helped with your performance issues. 
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Six Ste ps to 
a Faster PC 

A slow computer is both inconvenient and frustrating. When everything you try to do 
takes twice as long as it should, you might be tempted to think about buying a new PC; 
before you do, there are several things you can try to make your Windows 10 PC run 
faster and smoother. 



1 UPDATE WINDOWS 10 AND DRIVERS 


The first step a long your path to a faster computer is making sure that 
the Windows OS and all ofthe various drivers installed are up to date. 
Simply updating drivers to the latest versions can have a noticeable 
effect on the overall loading speed of any PC and fortunately, this is very 
easy to do. 

Open Settings > Updated Security > Windows Update and dick "Check 
for updates”. Windows 10 will scan for available updates (to both the OS 
and drivers), before displaying all those available as a list. 

If no updates a re available, it will say "Your device is up to date" and 
you can move on to the next tip. 

if updates are available, select those you wa nf to download a nd install, 
then dick "Install". When installation is complete, restart your PC. 


Windows Update 
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2 CHECK PROGRAM COMPATIBILITY 






Software that is designed to run on older versions of Windows 
can sometimes cause Windows 10 to slow down as it struggles to 
ma nage this incompatibility issue. To find out if this is a potential 
problem, run the Program Compatibility Troubleshooter, 

In the taskbar search field , type “program compatibility 
troubleshooter” and click the first result in the search panel. 

Run the troubleshooter; testing any software you think is 
causing problems. 

T h e tro u b Leshc oter will offe r y o u vari ous ways t o test a nd f ix 
software compatibility issues, 
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3 CHECK AND CLEAR DISK SPACE 
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If your hard drive is very full, it can affect performance. To check; open Settings > System > 
Storage and see how much space you have left. If your storage is looking full, try the following 
options to make some space: 

Delete Temporary Files-Click the "This PC” bar and then dick the “Temporary files” bar. 

Select everything you want to delete, dick the "Remove Files” button and then restart your PC. 

Remove Unwanted Apps - Open Settings > Apps > Apps & Features, dick on any app you 
want to remove and then dick "uninstall”, Repeat this for all unwanted or unused apps 
before restarting. 

Move Files to an External Drive - Connect a removable hard drive to your PC (a small USB flash 
drive for example) and open the File Explorer. Select the files you want to move, click “Move to” 
in the Home tab at the top and select the external drive. Files will still be instantly accessible as 
long as the drive is still connected. 
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Malware 



Steps 


You now need to allow your PC to boot up into 
the Bitdefender Rescue CD environment Power 
up your PC and open the Boot Option Menu; this could be 
accessed by pressing F12, depending on the make and 
manufacturer of your PC motherboard. With the boot options 
available, select either the CD or USB stick and press Enter. 


Step 8 


You need to accept the license agreement 
notification first, so tick the f l agree 1 box, followed 
by the Continue button. The virus scanning software will then 
start to automatically update itself with the latest virus 
definitions from the Bitdefender servers. The process won't 
take too long, so let it run through the update. 
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Step 6 


The PC will now boot into the Bitdefender Rescue 
Disc environment. This is a custom Linux 
operating system with all the necessary Bitdefender security 
tools preinstalled. First, you need to choose which language 
to load the environment. Use the arrow keys and press Enter 
for your language choice. 


jtDft the OitcefcndeT Rescue CD in English 
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Step 9 


Once the update i$ complete you : re taken to the 
main Bitdefender Rescue CD antivirus interface. 
The three main options; Scan Now, Update Now and Settings 
are fairly self-explanatory; the Settings allows you to set a few 
more options regarding the scan but the defaults will suffice. 
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Step 7 


Ideally you should use a wired Internet 
connection but if you're on wireless, click on the 
network icon in the bottom right of the desktop to establish a 
connection with your router. Once you Ye connected to the 
Internet, double-click the red Bitdefender icon on the 
desktop, labelled Antivirus Scanner. 



To remove a virus on your PC, click on the Scan 
Now button. Select the drive you wish to scan 
and dick the Open button to commence scanning the system. 
Any viruses found will be detailed along with options for 
removal. The process may take some time, so be prepared for 
a lengthy wait. 
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Step 10 
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How to Remove Malware 
from Windows 10 


Previously we have looked at ways to prevent being scammed or indeed getting malware 
on your system but what if you’re unlucky enough to already have some form of digital 
infection? Thankfully there’s a way to remove malware and viruses from your computer. 


Malware Busters 


For this tutorial let’s use a preconfigured rescue disk from Bitdefender You need to transferor burn the disk contents 
to a CD ora USB stick and boot into the safe environment through one of those mediums. 


Step l 


Make sure you have a blank CD or a USB stick 
that’s at least 1GB in size. The Bitdefender Rescue 
Disk is downloaded as an ISO, which is an image file 
containing all the disk information, and can be downloaded 
fro m www. dow n I oad. bitd efe nd e r. co m/rescu e_cd / latest/ 
bitdefender-rescue-cd.iso. 


Step 3 


Click the Next button and using the drop-down 
menu next to Removable Drive choose the drive 
letter of your USB stick. Click Next to start the transfer of the 
image. Once the image is transferred, click the Finish button, 
remove the USB stick and power off your com puter. 
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Step 2 


To transfer the ISO to USB, download Stickler, 
which is an executable that doesn’t require any 
installation. Insert your USB stick and double-click Stickler, 
Click the Select an Existing I SO Image option followed by the 
three full-stops and using Windows Explorer, locate the 
downloaded Bitdefender Rescue ISO. Click the Open button to 
select the image and continue with the process. 
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Step 4 


If you’re using a CD, start by inserting the CD into 
the drive. Locate the downloaded Bitdefender 
Rescue ISO, right-click it and choose Burn Disc Image from 
the context menu. Tick the Verify disc after burning option 
and click the Burn button to start the process. Once the ISO is 
burnt to the disc, you can power off your computer. 
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Maintenance 


Troubleshooters 


Windows 10 includes a number of 
troubleshooting tools, aimed 
specifically at certain problems such as audio loss or patchy 
Internet connection. This is often the best place to start when 
frying to solve problems with your PC and Windows 10, as the 
OS contains many drivers for common devices and may just 
need a small software update. 


Disk Tools 


There are several tools built in to Windows 10 
{and also in older versions of the OS) that 
allow you to clean,fix and manage your hard disk. Open the 
File Explorer and look in the left-hand column for This PC, 
Select it and then right-click on Local Disk (C:). In the General 
tab, you will see a button for Disk Clean-up that lets you get 
rid of temporary Internet files, old program files and so on. 



You simply look through the list of troubleshooters and click 
on the one which applies. Choose Run the Troubleshooter 
and then follow the instructions to try and solve the problem. 
You can find the troubleshooters in Settings > Updated 
Security > Troubleshoot 
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If you click the Tools tab, you can use the Error Checking tool 
and the Disk Defragment tool. Both of these tools can help 
your hard disk run more efficiently. Click on either button and 
follow the instructions for each. 


Ffc V™ l-kb 

H T B ^ 




I 


Fr+* 


“*t ^ MCb«« 

" |[>l4 0 ]$ 

S* fyium Ktvvvtf invU I H » r* *t— ♦ 

TW rxl 

'j nuM M pin 

hi 


U* «n*C * yti> fr'.M 


*3 *■ 

27% 


Bn 1 : 

IflEldHSP 

Onbi# 


— Omk 1 

Rb»' v-^rli [F | 


Ifilim Kc 

JM MB HI 
MmH-¥ I* 


4B» MB 

;k#-rir,H- r I 1 >i>■ 17 






| UnaAc-cibtd I frww > piriiiiv 


isk Management 


The Disk Management tool is more 
about diagnostics than actual 
maintenance but it is a useful way of checking whether your 
hard disk has space available a nd is healthy. The panel will show 
all of your disks^ as well as a ll of the partitions. 


Each column contains information about capacity, free space in 
MB, percentage of free space and health status. There are some 
further options, such as the ability to change drive letters and 
mark partitions as active but they are probably not worth 
playing around with unless you know what you are doing. 
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H Windows 10 

Maintenance Tools 


Before you start to add software to help with maintenance, it is worth checking out the 
numerous tools included with the OS, These are spread out over several menus but once 
you find them you will see that they can really help with security and performance. 


Maintaining Windows 10 


Windows 10 is a lot better at keeping you informed of problems than previous versions were. It is, however, up to you to 
keep on top of maintaining the OS if you want the best experience. 


Storage Sense 


Activating Storage Sense lets the system 
software automatically free up storage 
space by getting rid of files you no longer need. These can 
include temporary files such as cookies and the contents of 
your Recycle Bin. 
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You can choose when files are deleted f e.g. after 30 days in 
the Recycle Bin or if apps don’t use them for a certain amount 
of time. Alternatively you can simply dick a button to Clean 
Now rather than setting automatic cleaning. You can find the 
Storage Sense option in Settings > System > Storage, 
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Background Apps 


One of the easiest ways to conserve 
power (for Laptop users) and reduce 
processor strain, is to take control of Background Apps, These 
are apps that ane, by default, allowed to receive info, send 
notifications and update in the background. 
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You can either stop all background apps with a single slider 
click or you can prevent individual apps from running in the 
background. Go to Settings> Privacy > Background Apps and 
look through the apps Listed. If you see apps that you don't 
need notifications or updates from, click the slider to disable 
its background activity. 




App diagnostics 

F 


A pip DugnciiAicS' 



Lll 9|jp4 iLLm |J. JU|-J/1>1PL irtP.*rp#l|Lfi 

P«s, 


4^0 On 


(MIM 

PiimMf VVWl'illl 

n 

Cjftmiar 

Lv«m nuiv #i v "il K.p uirMK’i 

3 

tdMaaiy 

CiKiov.app; tMrjn hhm diagiwte: 

B 

fnuJ 

Fif^cnidlior «lxiul other d^p» 



ID? IKf mhW J0f>4- Efl 

• 

>MlU 

(kr<-:t Il> Art H DIWMIiC f^lC-»4li4A ffitf 

rartvn a! rurrunq ipsa fhs lthbt kcpi^ Hn »w€ l#jrRftrd in 

P 

m "i 

App jpp imnsy. Cf J dak. >rd ncliWfi ua^b. ^imliq ALfu 
10 M4M3K -ip rvfltl rt i|>c uM W! 

t 

Rjden 



0**i 

Inrdvi rrtw '■ * rfm k^wl hm- Cdi 'wife* ^rvirp m ,s"p*. 


f NKfiMfc A du^riHln 


n 




Af'P 4 i Kim iKt 



Km* purphaqi n-prowi 

LWf» I bn- wfi-^ 

jMfwfcCjr 


Kvk j qucnlion’ 1 


Vljfcp iYtfctm brili-r 

Ijn ■ 4r* f h jb ii 


150 www.Mmnublicaliom.com 












































Privacy 


Steps 


Another useful privacy section in the dashboard 
is the Advertising Preferences. This lets you 


control whether personalised adverts are shown to you 
in the Edge browser. Some of the ads you may receive on 
Microsoft websites and apps are tailored to your previous 
activities and searches. 


Step 6 


There is also a browser tool that lets you choose 
if the adverts you see come from companies 
other than Microsoft Click the option under More Choices 
and wait for the Digita l Advertising Alliance scan to finish. You 
can then choose from the list to see adverts from different 
advert providers. 
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There are, of course, still privacy options in the main Settings app in Windows 10. This is generally added to and 
improved with each OS update. 


General Privacy 


Privacy has its own section within the 
settings; here there are many 
different categories covering everything from Location to 
Background Apps. Click on each of the privacy categories to 
seethe options within that category. Use the slider switches 
to allow or block privacy actions. 
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Account Info 


Apps are able to access very basic 
personal settings such as your name and 
account information. This is so they can sign you in 
automatically to your Windows account for things like Xbox 
Live or the Windows Store. You can turn this off wholesale or 
on an app by app basis. 
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Messaging Apps 


WeYe using Windows 10 on a laptop 


here but if we had a tablet with a SIM 
card we would be able to get control over which apps were 
able to send messages over SMS and MMS. You probably want 
thi sto be restricted to just your Messaging app; most apps 
really shouldn't have access to your texts. 
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Background Apps 


You can control which apps you 
allow to run in the background. If 
youYe on a laptop or desktop this probably won't be that big 
an issue, but you may want to turn these off on tablet devices 
to conserve power. Some apps you may not use, like Get 
Office, really don't need to run in the background. 
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Manage Your Privacy 
in Windows 10 


Being in control of security on your computer is important but almost as important is being 
able to control your privacy settings. Microsoft recently launched a web-based privacy 
dashboard tool and this has now become available to everyone in the Creators update. 


The Privacy Dashboard 


The privacy dashboard is web-based rather than in the settings and it allows you to manage multiple devices from a 
single interface, as long as you are logged in to a single account. 


Step l 


Open your browser and navigate to www. 
accountmicrosoft.com/privacv. If promoted, use 
your Microsoft account details to log in. You will be logged in 
to the privacy overview page that lets you quickly see what 
privacy settings the dashboard contains and controls. 
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Step 3 


Click on one of the main categories, Search 
Browsing, Location or Cor tana, and you will see 
more information. This could include a list of searches you 
have made or websites visited (in Edge only, not other 
browsers), interests Cortana has saved for you or locations 
you have been. 


Your privacy 
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Step 2 


Along with the main Search, Browsing and 
Location privacy categories, if you scroll down to 
the bottom of the page you will see entries for everything 
from Apps to Xbox, with simple links to take you to the 
setti ngs and options for those privacy areas. 
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Step 4 


Each section has a Clear button, whether that is 
clearing browsing history, search history and so 
on. It is next to a warni ng that states clearing data will stop 
Windows being able to provide you with accurate and 
relevant information. You need to decide what is more 
im portant, privacy or recom mendations. 
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Power 


Steps 


You should be fairly careful when changing 
these advanced settings, especially for things 
like the processor {although Windows should prevent you 
from making a damaging change], it is best to make small 
changes, and then test to see if the change has had the 
desired effect, before making more. 
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Step 6 


Your laptop might have software installed that 
automatically switches power plans, depending 
on. whether it is working on battery power or plugged into 
the mains. The setti ngs for this can usually be found in the 
taskbar tools panel at the bottom right of the screen. 



Use Your Laptop with the Lid Closed 

If you want to be able to use your laptop with an external keyboard, mouse and monitor, without having to keep it on 
your desk and switched on, you need to change some power settings. 


Step 1 


When you close your laptop lid, the default 
setting will be for Windows 10 to go into low 
power sleep mode. This is obviously no good if you are using 
your laptop with an external monitor, as it will make the 
laptop unusable. To solve this problem, dick on the Battery 
icon > power settings in the taskbar. 



Step 3 


Use the drop-down menus to select what 
happens when you dose the lid, both when on 
battery and when the laptop is plugged into the mains. When 
you are happy with your settings, click the Save the changes 
button and you will be able to use the laptop as a desktop 
replacement with the lid closed. 
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In the Power Options panel, look in the left 
sidebar for the option to Choose what closing 
the lid does ?> . Click this and you will see the Power button, 
Sleep button , and lid closing settings. You ca n change the 
settings for each individually. Settings include: Do Nothing, 
Sleep, Hibernate and Shut Down. 


Step 2 
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Step 4 


If you also take your laptop to different locations 
out of the house, it is a good idea to revert these 
changes. If you don't, you run the risk of having the laptop 
continue to run while in a bag, etc., which, if the cooling vents 
a re covered, can be damaging to the hard ware. 
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E Windows 10 

Power Options 


If you use Windows 10 on a desktop PC, you might adjust the power options for how long 
the PC sleeps or when the display turns off when inactive. With a laptop, the Windows 10 
power options should definitely be something with which you are more familiar with. 


View, Switch, and Create Power Plans 


Within the Power Options panel you can choose from preset Windows 10 power plans, or you can create your own 
based on your computers' power requirements. 


Step l 


Open the main Windows 10 settings app, then 
dick System > Power & Sleep > Additional Power 
Settings. Windows 10 will, by default, have selected the 
Balanced power plan. This is designed to balance 
performance and energy consumption, and is best for PCs 
that are connected to the mains. 
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Step 3 


The High Performance power plan is, as the 
name suggests, best for overall performance, but 
will use more power and is unsuitable for use on a laptop 
using battery power. To switch between power plans, simply 
select the one you want to use. For many users, this is all you 
will need to do. 
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Step 2 


On a laptop, you can access the power options by 
right-clicking on battery indicator in the taskbar 
tools, There are two other, default power plans alongside 
Balanced; Power Saver is designed to reduce energy use by 
scaling back performance when possible. Good for laptops 
using battery power. 


Step 4 


To customise any of the power plans, dick the 
link next to the relevant one. The next screen 
will let you set when the display turns off and when the 
computer sleeps after inactivity. You can also click “Change 
Advanced Power Settings' 1 to see settings for the hard disk, 
desktop, USB and processor and more. 
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together with a key. This creates a garbled file 
of characters that can only be read if the correct 
key is applied to decrypt the data. Algorithms 
today are divided into two categories; symmetric 
and asymmetric. 

Symmetric key cyphers use the same key to both 
encrypt and decrypt data. The most popular 
symmetric cypher is AES (Advanced Encryption 
Standard), developed by the military and 
government to protect communications and data. 
This is a quick form of decryption that requires the 
sender to exchange the key used to encrypt the data 
with the recipient before they're able to read it. 

Asymmetric key cyphers are also known as 
public-key cryptography and utilise two 
mathematically linked keys, public and private. The 




Making data impossible to read is just one step; you also need the key to 
decrypt that data 



Forms of encryption can be traced as far back as 
ancient Egypt, using non-standard hieroglyphs 


public key can be shared with everyone and is usually 
generated by software or provided by a designated 
authority. The private key is somethingthat J s usually 
only known by the individual user. Interestingly both 
types of keys can be applied* where one user has a 
public key and another a private key, which can be 
combined to form a shared encryption level. 

These keys are many characters in length* making it 
nigh impossible for someone to Brute Force hack 
them. The Brute Force method involves using a 
program on a computer to try every possible 
combination of a key until the correct one is found. In 
the case of the 256-bit encryption, it wou ld take 
different combinations to break the key. If you were 
able to force one trillion keys per second, it would still 
take you somewhere in the region of lO- 7 years in order 
to crack256-bit encryption. However* a powerful 
com puter ca n probably manage arou nd two billion 
calculations per second, so in theory, it would take 
9.2' : " years for your standard desktop to crack it. Keep 
in mind that the universe has theoretically only been in 
existence for 1.4 lC ' years. 

Numbers this big are generally far too mind-boggling 
to comprehend. Suffice to say that if you're able to use 
256-bit encryption for your communications or to 
protect your data, then you're going to be protected 
for at least seven times the current age of the universe. 


The universe is 14 billion years old , but it would take 
seven times that time to crack 256-bit encryption 
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E What is 

Encryption? 


To better understand encryption, it’s worth taking a moment to learn about its origins, 
how it has developed over the years and how it applies to our modern communications. 



Encryption is the act of protecting your data from prying eyes 


The word encryption comes from the ancient Greek word Kryptos, which means hidden or secret. Interestingly, the 
practise of hiding messages from others can be traced back to early Egyptian scribes who inserted non-standard 
hieroglyphs within other communications in order to hide the message from casual viewers. According to 
historians, the Spartans used strips of leather engraved with messages. When the strips were read, they were 
meaningless, but when wrapped around a staff of a certain diameter, the characters would be decipherable. 


Of course, the modem forms of encryption are far more advanced, 
but the overall core concept has remained the same: to be able to 
send a message to others without anyone else being able to 
decipher it However, modern encryption now requires more than 
merely sending coded messages. Not only is confidentiality 
required, encryption must perform a level of authentication, so the 
origin of the communication can be verified; integrity of the 
communications, where both the sender and those who receive the 
communication can be sure that the message hasn't been altered 
in between; and some form of nonrepudiation, where the sender 
cannot deny having sent the comm unication in the first place. 

During the early digital age, the only users of encryption were the 
government and military. As such, between them they created a set 


of algorithms and standards to protect the communication on the 
battlefield and from one government agency to the next These 
algorithms grew in complexity as technology advanced and it 
wasn’t long before the military-based forms of encryption were 
being used in commercial modes of communications. Within a few 
short years, bank transfers, cash withdrawals and data sent to and 
from modems began utilising these new protocols to protect 
sensitive information. 

Today we're regularly seeing and using devices that boast 
'military-grade 256-bit AES’ forms of encryption, a standard that is 
regarded as nearly im possible to break without spending billions 
on specialist hardware and software. In plain English, the modern 
form of encryption takes data and passes it through an algorithm 
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Encryption 


Steps 


The dcrypt_setup.exe file should now be in your 
Downloads folder. Double-click it and select Yes 
to accept the Windows confirmation. With the DiskCryptor 
setup window open, click the Next button and accept the 
license agreement on the following page. For the remainder 
of the options, choose the defaults by clicking Next. When 
done, click the Install button and reboot the computer. 

■I Setup : _• :• Li. 


Select Destination Location 

Where should OskCryptor be ngtalled? 


Seiup wi nstall Q^Cryptor into ihe Wowing folder, 

Ta ccnbnue, lick Neirt. If you would Ike bo seleri a different folder, dick Browse. 

Brows*. 
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Step 8 


You’re now offered a selection of available 
algorithms from which to choose. Click the 
drop-down box to view them all, however, we recommend 
staying with the default AES algorithm for the time being. 
Leave the Wipe Mode box as None and when you’re ready, 
click the Next button. 
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Steps 


After a reboot, click the Windows Start button and 
locate the newly installed DiskCryptor program. You 
need to click Yes to authorise its administrative access. With 
DiskCryptor open you ca n see the list of currently installed hard 
drives in your system. You can dick each in turn and view its 


step 9 


In the next section, choose a unique password 
for accessing the encrypted disk; you’re notified 
how strong the password is. When you’re ready, enter it 
again in the Confirm box. Click the OK. box to start the 
encryption process. 
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Step 7 

Start by selecting the disk you want to encrypt. As 
mentioned before, in our example we’re going to 
ut on a USB stick. We recom mend you also do this 
re comfortable with the process. With the correct 
cted, either click the Encrypt button to the right or 
; and choose Encrypt from the menu. 

test this o 
until you’i 
drive sele 
right-click 

ill; DiskCryptor I.IJMSItS - □ X 


Step 10 


Depending on the size of the drive, and how 
much data is on it, the encryption process 
could take some time. When it’s complete, you’re notified 
and the selected drive will be fully encrypted, with you able 
to access and decrypt it using the password you set up in the 
previous step. 
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Encrypting Your 
Windows 10 Laptop 


Windows 10 Pro comes with Microsoft’s BitLocker program to encrypt the file system; 
however, Windows 10 Home versions do not have this feature. Thankfully, there are many 
encryption programs available for download; we’re using DiskCryptor in this tutorial. 


Windows 10, Under Lock and Key 


We're going to encrypt a 2GB USB flash in this example, purely for ease of use and to demonstrate how you can encrypt 
your entire laptop hard drive(s). 


Stepi 

Encryption doesn't affect the core data, other than 
making it impossible to read without the 


decryption key. Still, it's always worth making sure you have a 
backup of all your data prior to any system related changes. If 
you store yourworkordeta in the Documents folder, then 

start by opening it in Windows Explorer 
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Step 3 


it’s always best to save data before commencing 
with anything like this. It's also always worth doing 
(as we are) a test of the software first, on a disk that you don't 
mind messing up should you get the process wrong. Let's start 
by navi gating to the DiskCryptor homepage, at www, 
dj5kcjy-DtQr.n et/wiki/Maln Page. 
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Step 2 

Press CtrlMto highlight all the files, then press 

Ctrl+C to copy them to the clipboard. Next, choose 
backup location - such as an external or network 
d when ready f press Ctrl+V to paste the copied data 
ew location. Then, should something go wrong, you 
:enl backup of your most used data. 
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Step 4 


Using the menu to the top left, click on the 
Downloads link. Look for the latest version in 
the Download section and click the link for the Installer. 
This opens a confirmation box; click the Save File button to 
download the DiskCryptor executable file. 
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Fix Wi-Fi 


3 CREATE A WIRELESS NETWORK REPORT 


With the simplest attempts at a fix out of the way* it is time to dig 
a little deeper by generating a Wireless Network Report, This 
takes a bit of work with the Command Prompt, but is actually 
nothing to be scared of and quite simple if you follow these 
steps. Generating the report creates a HTML file that you can 
open in your web browser (even with no Internet connection), 


The report will contain a lot of information that will most likely 
be hard to decipher, but the main thing you need to look out for 
are the Connection Successes/Failures, where information 
about network connection attempts will be shown, 

Step 1 

Click in the Search box on the taskbar 
and type “Command Prompt” 
right-click on the Command Prompt 
listing in the search results and then 
select "Run as administrator” from the 
action menu. 


g-jSrtr'rt Administrator fnrmvjnrf Prompt 

Microsoft windows [version ib, 6,17763+1*4] 
(c) 701 R M.] i rifi.iyf t rurpun.-it :cjn . All rifjhtii 


-nrnvi-d . 


hetsh wlen sNow wlanneport 


C;\WIMXWSVEy5tem32> 

Generating report ... 

Querying WLAN Events 
Running ipcarrf ig ,., 

Running retsh wlin sho.v all 
Queryirig Wireless Pro+iles 

Tha wirel«s AwtoConfig Service <wlen*vc) is not running .Querying System and user Certificate* 
Qjerying U«ur Info ... 

Querying Network. Devices ... 


Step 2 

In the Command Prompt window, type 
netsh wlon show wlanreport. 


Report written to: C: \ProgramData\Wi c rosof t \WindawE VWLanReport VwLen - report- latest. fitml 
done. 

C ; \NINDftC\ system!! > 


Step 3 

At the bottom of the Com mand 
Prompt it shows where you can find 
the generated report on your PC (e.g, 
C;\ p rogra m d a ta \ M t era s oft\ W i n d ows\ 
WlanReporthtml). 


4 PERFORM A PING TRACE 


To check if the problem is with your ISP or router, rather than 
your PC or software, you can perform a ping test This tests to 
see if data can be sent and received over the network. If the 
ping test is successful, but you cannot connect to the internet 
on your PC, it means there is more likely a problem at the ISP 
end and you will need to contact them for help. 

Step 1 

In the Search box on the taskbar, type “Command Prompt” 
select it in the results and then select “Run as administrator” 

Step 2 

At the Command Prompt, type ipconfig and look for the IP 
address listed next to Default Gateway [something like 
192.168.1.2). 

Step 3 

Now type: “ping <Defau It Gateway lP>”and press Enter. It 
should look something like “ping 192,168,1,2” 

A successful result should be something like this: 

Reply from 192.168,1,1: bytes=32 time=5ms TTL=64 
Reply from 192.168,1.1: bytes=32 time-5 ms TTL=64 
Reply from 192.168.1.1: bytes=32 time=5msTTL=64 
Reply from 192.168,1,1: byte$=32 time=5msTTL=64 

Ping statistics for 192168,1,1: Packets: Sent = 4, Received - 4 f 
Lost = 0 [0% loss), Approximate round trip times in milli¬ 
seconds: Minimum = 4ms, Maximum = 5ms, 

Average = 4ms 


■ Administrator Command Prompt 

:(e) 201S Microsoft Corporation. All rights reserved. 
C: \WINDC^ l S\systtirn32>Lpconf ig 
Windows IP Configuration 


Ethernet adapter Ethernet: 

Connection-specific UM 5 Suffix . : Ian 

Link-local IPv6 Address feS3::4&c5:s41t:2b70:fb5S3 

IPv4 Address... : 192.16®. 1.127 

Subnet Mask : 256.255.255,& 

Default Gateway 192.166.1.1 

C:\WlNDOh£\syst«vL 32 >ping 192 , 164 . 1,1 

Pinging 162.166.1.1 with 32 bytes of data: 

Reply from 192.163.1.1: hytes^.32 time<lrne TTL-64 
Reply from 192.166.1.1: byt#s=32 timeclms TTL=&4 
Reply from 192.168.1.1: bytes=32 time^lins TTL=64 
Reply from 192.16S.1.1: bytes=32 times.lms ITL=M 

Ping statistics for 192 . 164 , 1 . 1 : 

Packets: sent - a, Received - 4* tost = e loss). 
Approximate round trip times in mi111-seconds; 

Minimum * 0ms t , Maximum * 0ms } Average * 0ms 

C; \WIND0W5\ &ysteni32 >_ 
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H Fix Wireless Network 

Connection Problems 


It’s certainly frustrating when you’ve just sat down at your computer to browse YouTube 
videos or play some online games, only to find that you have no Internet connection. If 
the same problem occurs when you need to start work or finish that important essay, it 
can cause a ripple of panic to spread through your body. Try to stay calm by focusing on 
fixing it and initially try these solutions. 


1 MAKE SURE WI-FI IS ON 


If you are trying to connect wirelessly, check that WiFi hasn't 
somehow been switched off: dick the Start button, select 
Settings > Network & Internet > Wi-Fi. Next, select “Show 
available networks” and if your network appears in the list, 
select it, then select Connect. 

If using a laptop, make sure the physical Wi-Fi switch {if there is 
one) is turned on. An indicator light usually shows when it s on 
or off. 

Again, if using a laptop [or Windows ID tablet), check to see 
that Airplane mode is turned off: select the Start button, then 
select Settings> Network & Internet > Airplane mode and if it : s 
on, turn it off. 



*rrii jfc w w- 

' m v B i > 


2 RESTART YOUR MODEM AND/OR WIRELESS ROUTER 

If youVe never experienced network problems before, you may never have touched your modem or wireless router, however, 
occasionally problems arise with its configuration and it needs to be reset to establish a new connection to your Internet 
service provider (ISP), When you do this, take into consideration that everyone eonnected to your Wi-Fi network will be 
tem po ra rily d i sco n n ected, 

Stepl 

Unplugthe power cable for the router and/or 
wireless modem from the power source. 

Step 2 

Some modems have a backup battery, if so, remove 
this and wait around 30 seconds. 

Step 3 

Replace the battery and plug the modem/router 
back into the power socket. The lights on the 
modem will blink for a few minutes as it recon nects. 


Step 4 

Wait until the status lights on the box stop blinking 
(if any fail to come on or light up red, there is 
another problem) and then try again to connect 
your PC to the network 
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Recovery 


You should now be ready to create your recovery 
drive. In the search field, type 11 Recovery Drive" 
and select the Create a Recovery Drive result. In newer 
versions of Windows 10, you might also be able to fi nd the 
Recovery Drive in the main apps list, opened by die king the 
Start menu button. 


Steps 



Step 8 


Click Create on the next screen and the process 
will begin. This may take a while to complete, 
so go make a coffee and leave it to run. A progress bar 
shows how far along it is, should you need to check. Do not 
remove the USB drive, or turn off your computer, before the 
process finishes. 



Step 6 


Allow the software to "make changes to this PC' 
and the setup wizard will open. This first screen is 
where you choose whether you want to back up system files 
with the recovery drive, so you can use it to reinstall Windows 
10. If you do, tick the checkbox and then click Next. 




Citote » recovery drive 

a ySM’ PC ■r-pn'l fhHt_ yqu (in UH-4 (BOMB? *...(■ In itf,A rt mi iii-;i.hlrUww £,«■. wh. I 
pftu bilk jf l r Ylri! filr. 10 rhrl d<r.t. r "ii 4 til# bw jfeJ *■ le uy fro 

fcj frick up Wn flo flifr iKwvf 


i d 



Step 9 


When the process is complete, you should be 
prompted to delete the recovery partition on 
your PC, to save some space; as long as you plan to keep your 
recovery drive, this is safe to do. If you are not sure, you can 
leave the recovery partition in place; it can be deleted at a later 
date if you wish. 



Step 7 


After a few moments, you will be asked to select 
the USB flash drive you wish to use. If you only 
have one USB drive inserted, it wi ll be the only one shown 
and wilt be automatically selected. You are reminded again 
how much storage space the drive needs* and that all existing 
data will be wiped. 



Step 10 


If you did not already have a recovery partition 
on your computer, you won't see this step. You 
will simply be informed that the recovery drive is ready, and 
to dick Finish. Remove the USB drive from your computer and 
put it somewhere safe. It is a good idea to label the drive so it 
is not reused. 
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How to Create a 
Recovery Drive 


A recovery drive is a useful way to ensure that you don’t lose everything on your PC in the 
event of a critical malfunction, It can help you both troubleshoot and fix problems, even if 
the PC won’t start as it normally would. All you need is a blank, formatted USB flash drive. 


Protecting Your PC and Files 


Creating a recovery drive is a relatively simple process, It does however take a bit of time to create but ft's worth the 
effort as it could save you a lot of frustration in the future. 


Step l 


The first thing you need to do is find a USB drive 
that is large enough and then make sure it is ready 
to be used. The USB drive you decide to use won't be able to 
be used for anything else li ke storing other files, etc, so make 
sure it is a spare, or bought specifically for the task 




Step 3 


Your USB drive needs to be wiped of everything 
currently on it before the recovery drive is created. 
You can do this during the set up process later or you can 
format it yourself right now; a useful thing to know how to do. 
Insert your USB drive into a free USB slot on in your computer. 


Step 2 


A bask Windows 10 recovery file will be less than 
500MB but if you choose to include system files in 
the backup (recommended], so you can use it to reinstall 
Wi ndows, you will need much more space, A basic recovery 
drive can be as small as 1GB but a full recovery drive needs to 
be at least 8GB. 
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Step 4 


Open the File Explorer on your computer and you 
should see the USB flash drive listed in the 
sidebar. It will probably be labelled as the (E:) or (F:( drive. 
Right-click on the drive label and select Format from the 
action menu. Leave the settings as default (should be FAT32) 
and then dick Start, 
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Set Up and Use SyncToy 2,1 


You are now ready to begin choosing the folders you want to synchronise with SyncToy 2.1. These can be two local 
folders, or to a folder on an external drive. 


Step 1 


With the application open, you will be asked to 
choose a create a new folder pair (these a re the two 
folders between which the app will sync). If you want to sync to 
an external drive : make sure it is plugged in and there is a folder 
created on it. 


^ lyric toy 


FAt Http 




Welcome to SyncToy 


Parhefp agM-a waited, ide-n aogftnf heto. 


Mv I 


Step 4 


The Echo option works in almost the same way 
except that changes are only applied from the left 
folder to the right and not the other way a round. If you make 
changes to files in the right folder, those changes will not be 
synced to the left folder. 
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Step 2 


Click on Browse on each of the left and right 
folders in turn and navigate to the folder you want 
to sync. The folder path will be shown in the text field for each. 
You can then click Next to continue with the setup process. 
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Step 3 


Next, you need to choose the method of 
synchronisation. The Synchronize option will 
sync all new, deleted, or renamed files. What this means is 
that if you alter any file in either folder, the changes will be 
synced to the second folder. 



Step 5 


The final option is Contribute and is probably the 
safest option for important files that just need a 
backup. You can rename (but not delete) files in the left folder 
to updatethe right folder. Changes to the right folder won't 
affect the left folder at all. 
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Step 6 


Click Next, then give your folder pair a name (e.g. 
“Backup 11 ) and click Finish. You can now start 
syncing files between the folders. You can create multiple folder 
pairs simply by following the process again. You can schedule a 
sync in the app options. 
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E Easily Sync Files to 

an External Drive 


SyncToy is a Microsoft tool which allows you to synchronise files easily between two 
folders, either two local folders, or one local and one on an external drive (including a USB 
flash drive). It is entirely free and is great for making easy file backups. 


Installing SyncToy 


Installing the SyncToy software is relatively simple. It can be downloaded for free from the Microsoft Download Center 
for both 32 and 64-bit systems. 


Step l 


Download SyncToy 2,1 from the Microsoft 
Download Center (search for it on Microsoft.com). 
You will need to choose either the 32 or 64-bit version, so make 
sure you know what system you are running in Settings > 
System > About, 


Tha-S- you kr SyncToy 5.1 


P Krii rc: iur Jl*pr a h 

Q i * uj I fcwa i 


Popular Downloads 




Lrani u awr zk: ru u r 


01 

02 

03 


DirectX: End-User Runtime instal er 

twin '* a) r**ni ft* fi’aW HMAWf I* f«V rtgy rJrt ft *r**. fi IfMl 

ITr. h- T l*i1 j .VbI fOTMOiriV PC 


Security Update for v: ndows 7 ■:K33C03929j 

* wiit^' Uu4 hfi m * *A<rmdl wfeuvffcd^: 1 4ul>.i&i jTur 

ysir iintern 


Security Update for W ndows f fcr xf>3-b3sec 
System^ (KB3Q339?9) 


Step 3 


When you reach the point of choosing the install 
destination folder, you will have the option to 
install SyncToy for everyone who uses the computer (all users) 
or just to install it for the account currently being used. 




Once the download is complete, double-dick on 
the SyncToy setup package and follow the 
instructions to begin the installation. You will need to agree 
to some standard software license terms to continue through 
the setup. 



Step 4 


After a few more clicks the installation is 
complete. You can then close the setup wizard, 
and you should see the SyncToy 2,1 icon on the desktop (or 
wh ichever folder you chose to download it to). Double-click 
the icon to begin using it. 
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System Image 


Step 5 


For this example, let's use an internal second hard 
drive. Make sure that the correct drive (it could be 
a high capacity USB stick or even a portable USB hard drive) is 
selected, and then dick the Next button to continue. 


C reate a system i ma gt 


Where do you want to save the backup? 


A system image is a copy of the drives required for Windows to run, It csn also in 
drives. A system image can be used lo restore your computer if your hard drive e 
stops working; hpwever, you can't choose individual Hems to restore. 


iS) On 3 hard disk 

Backup (tj 13.il GBfree vl 


Backup (E:) 13.11 GBfre* 


< Refresh > 


O O n on e or mo re DVD S 


Step 8 


Once the process is complete, Windows will ask 
you to create a System Repair Disc. This disc 
allows you to boot into the environment where you are able 
to launch the system image restore. 


e a 


up 


Create a system image 

Do you want to create a system repair disc? 

We recommend that you create a system repair disc at this time if 
you don't have a Windows installation disc. The system repair disc 
e an be u &ed to re- i m a g e your computer a n d a c c tss ot h er system 
recovery options. 



Close 


step 6 


The next window displays the drives i ncluded in 
the system imaging process. In this example, the 
C:\ drive, the System drive and the System Reserved partition 
are all to be backed up. When it comes to restoring the system, 
you’ll need both partitions for Windows 10 to be able to boot 
up correctly. 


Step 9 


If you click Yes to creating the System Repair 
Disc, you need to make sure you have a blank 
DVD to hand. Follow the on-screen instructions and dick on 
the Create Disc button to burn the repair files to the disc. 


Bl 


Create a system repair disc 


L Create 0 system image 

Confirm your backup Bettings 
Ca:hup locdticn: 

> Gadcup 0 E;| 

The iwcLup could tike up 13 GB of disk Epac s- 


Select a CD 'DVD drive and insert a blank disc into the drive 

A system repair disc can be used to boot your computer, It also contains 
Windows system recovery tools that can help you recover Windows from a 
serious error of restore your computer from a system image. 


Drive: 


the fallowing drives, 'ill t* bdtk,e3 ups 
System Reserved I’jysrem) 

^ (DJ pysbemj 


eate disc 


Cancel 


Step 7 


When you're ready to continue, click the Start 
Backup button.. This begins the imaging process, 
which can take some time depending on the amount of space 
used on the C:\ drive and the speed of the drive to which 
you’re writing. Allocate ample time if you’re writing to DVDs. 


t Create a system image 


Windows is saving the backup... 



Backing up [G),„ 


Step 10 


Should you need to restore Windows 10 from 
the system image, you can boot into the System 
Repair Disc and select the System Image Recovery option 
from within the Advanced Options of the Trouble Shoot 
menu. Follow the instructions, and within minutes, Windows 
10 is back as it was when the system image was taken. 
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Create a Windows 10 
System Image 


Backing up your files is perfectly fine, but in the event of having to wipe your hard drive 
and start again, getting everything back in order can be time-consuming. However, 
creating a system image means you can almost instantly restore the entire system. 


System Imaging 


A system image is essentially a snapshot of your entire system, This can then be quickly restored and conveniently saves 
you from having to reinstall Windows 10, all your programs and your data. 


Step l 


To begin, dick on the Windows Start button and 
navigate to Settings > Update & Security > Backup. 
From within the Backup console window, where you were in 
the previous tutorial, click on the Go to Backup and Restore 
(Windows 7) link under the Looking for an older backup section. 
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□ X 


Step 3 


Wind o ws now sea ns y o u r syste m for a d r i ve 
capable of housing the system image files. You 
may need to make some changes to any drives according to 
what messages you get back from the scan, in this example, 
the drive we're using needs to be formatted as ntfs before 
Windows 10 can use it. 


ifci C male a system iit age 


Where do you want to save the backup? 

A lyAcm image- 1 : a gqpy gf the drrv« rrqiiire d fqr Windows to run. It can ni;p inf lude addition al 
di-vii A System image Ufl ut ui«d Eft rtStSftyOur tom Outer if yfflur herd dlflvt &r computer ever 
stops woriang: new ever ?eu can't chaos# mdr.idual items to restore. 


i« On a hard disk 

* RECOVERY CEO lift Gfilrw v 

, T his drive cannot 0e used Ed store a system image because it is not Varm#t*ed wflTi NTfS. 


■ D On one or owe DvDs 
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Step 2 


This launches a new window, the Backup and 
Restore (Windows 7) console, Microsoft has kept 
this feature intact through Windows 8,1 and 10 purely due to 
compatibility support for backups created under older 
versions of the OS. To the left, there arc two links* click on the 
Create a system image link. 


Backup and Restore rVamdows 7 ) 

T ft * Ccnt r oi Panel a System andle-surity Jackup and Restore (Win da its 7) 



Providing you J ve met the requirements* you Ye 
offered a choice of to where the system image 
can be written. A drive is the quickest solution when it 
comes to restoring the image, but you can opt for DVDs; it 
depends on the size of the image as to how many DVDs you 
need. You can even select a network location. 



Contrcl Panel Home 

'"V Creole a iysLwn linage 
Create & jytfm npair disc 


&ack up of restore your files 
(Uckup 

Windows Backup has nsst tewi ut up. 

Restore 
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Where do you want to save the backup? 
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drniw. A iysT#fn image can b* u?ed to restore your c omputer if your hsrd drive or computer ever 
steps working; however, ycu can t choose individual items to restore. 


@ On a hard disk 

_ Backup (Er) 1111 GBfne 


O On one or more DVDs 
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If you don't want to spend out on more RAM right now, there are ways you can attempt to optimise your existing 
memory performance. Oneway is to use ReadyBoost. 


Step 1 


ReadyBoost is a way to boost memory 
performance by creating an extra memory cache 
on an external USB-connected drive, such as a flash drive. You 
will need a USB drive with at least 500MB of free space and a 
high data transfer rate. A USB 3.0 drive can peak at a data rate 
ofGOOMB/s. 



Step 3 


Select the ReadyBoost tab, then select r Use this 
device’ Windows 10 determines if the device can 
use Ready Boost If it is not able to use the feature, it will let you 
know. Windows will then determine how much free space to 
assign to memory. Click Ok to reserve this space on the 
connected drive. 
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Step 2 


Insert the drive 
into a free USB 


port on your PC and then 
open the File Explorer 
Right-click on the name of the 
drive in the left-hand sidebar 
and select Properties from 
the action menu. Be aware 
that computers with a 
solid-state drive [55 D) 
installed, will not be able to 
take adva ntageof 
ReadyBoost.. 
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Step 4 


If you look at the contents of the drive in 
File Explorer, you will see a file called 
Ready Boost sfcache. This file shows how much space is 
reserved for ReadyBoost. If you don’t have a USB flash drive 
handy, you can sometimes use a smartphone, connected via 
USB, as a temporary ReadyBoost drive 
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CHANGE PAGING FILE SIZE 


The paging file is an area on your hard disk that Windows uses like memory. Increasing the paging file size can 
help improve your PC’s performance. 


Step 1 


I n the search box on the taskbar, type 'advanced 
system’ and then select 'View advanced system 
settings’. In System Properties, on the Advanced tab, select 
Settings in the Performance area, and then select the 
Advanced tab > Change in the Virtual memory area. 
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Step 2 


In Performance Options. Clear the 'Automatically 
manage paging file size for all drives’ check box. 
Select Custom size, then enter an initial size (in MB) and 
maximum size in the corresponding boxes. Select Set > OK 
and then restart you r PC by selecting the Start button 
> Power > Restart. 


unrigs 



YUUajJIEOS MIHIU.V iAUDtCOlHL KDHIUin 


tftapvlp N#i* H-i 
i'o>j mjil k fc--qud« 

PaiicNmanoa 

poo 


Ay(wr^Ki*y je 0 * 0 ^ fit jae for 1 1 drh^s 

faqinq fill sir* for iiiTi err,-* 

Me [Vcikwr* Labec ^ ht Size :mh: 

■ 


yn’\t\n 


X 



www.bdmoublicatiofls.cfrn 133 






















































Check and Manage 
RAM Usage 


Adding RAM, or Random Access Memory, is a good way to give your PC an instant boost 
but before you go to the expense and trouble of installing new RAM modules, it is worth 
checking what is using your existing RAM and whether it can be optimised. 


Checking Memory and Memory Usage 


The first thing you need to do, when trying to optimise RAM usage and performance, is check how much you have and 
how it is used. 


Step l 


To check up on your RAM, you need to open the 
Task Manager. Press Ctrl + Alt +■ Delete on the 
keyboard and then select Task Manager from the list that 
appears. If Task Manager opens showing just a simple list of 
tasks, dick the More details button to see a more advanced view. 


Step 3 


if it seems like most of your available RAM is 
regularly being used, and if less than 4GB is 
installed, consider adding more RAM . You can find out what 
kind of RAM your PC model uses by looking at the memory 
info in Task Manager, Then visit the PC manufacturer's 
website for more specific info. 



Step 2 


Click the Performance tab at the top and then the 
Memory tab on the left side. You can now see 
how much you have in total and then check the graph to see 
how much RAM is being used. Try opening a few different 
apps while Task Manager is open, to see RAM usage increase 
or change. 
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Step 4 


In theory, Windows 10 (64-bit) can run on a PC 
with just 2 GB of RAM but in reality you will want 
at least 4 GB if you plan regular use. If you can afford to 
double this to S GB S you will not only instantly improve 
performance but also add some time to the long term 
lifespan of your computer. 
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Disk Partitions 


Resizing a Volume 


If your disk Is set up as one big volume and you want to create an extra partition fora second volume, you will need to 
know how to resize the existing one. 


You will need to make sure that there is enough free 
space on the drive before you can shrink a volume. 
For example, if you have a 500GB volume which has 200GB of 
data already stored on it, you will only be able to shrink it by a 
maximum of 300GB, the amount of remaining space. 
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Step 1 


Step 4 


To create a new volume in that unallocated 
space, right-click on it and select New Simple 


Volume from the Action menu. In the New Simple Volume 
Wizard window, click Next to get started. Specify the volu me 
size you want to create and then assign it a drive letter on the 
next screen. 
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Step 2 


Right click on the volume you want to shrink in 
either the top pa nel or the bottom one and dick 
'Shrink volume 1 from the Action menu. You will then need to 
enter the amount you want to shrink the volume by in MB, 
So if you wanted to shrink it by approximately 500GB, you 
enter ‘500000MBI 
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Step 5 


You will then need to decide whether to format 
the partition. You will need to format it before you 
can begin using it but if you are planni ng on installing a second 
operating system, in order to dual-boot, you will need to let 
the new OS form at the partition during its installation. 
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Step 3 

When you have clicked the Shrink button, 
you should see that the disk now contains the 
volume and some new, unallocated space. If 
on could now extend the volu me back into that 
right-clicking and selecting 'Extend volume' from 
i menu. 

shrunken 
desired , y 
space > by 
the Acti or 



Step 6 


Otherwise, go ahead and format the disk; pick a file 
system to use and assign a volume label. Click Next 
when you’re ready and then dick the Finish button; Windows 
will now start to create the volume and, if you chose to, format 
it. When finished, you will see your new volume listed. 
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Manage Disk Partitions 
in Windows 10 


Disk partitioning is the creation of one or more separate regions on a PC hard disk (hard 
drive) and all modern drives need at least one partition to begin storing files. A partition 
could be the size of the whole drive or just a tiny part of it. 


The Disk Management Tool 


There are several free programs available for creating partitions but the Disk Management tool is just as good and built 
right in to Windows 10, 


Step l 


The first thing you need to do is find the Disk 
Management tool. The easiest way to open the 
tool is to use the hidden Start button menu. Right-click on 
the Start menu button and select Disk Management from the 
menu that appears, There are several system tools here, so it 
is a useful trick to know. 
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Step 3 


You can use the seemingly simple Disk 
Management tool to resize, create, delete and 
format partitions and volumes, as well as change their drive 
letters and all without downloading or paying for any other 
software. You can also simply use it to check the health of 
your disks. 
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Step 2 


The Disk Management tool shows all of your 
internal and removable drives (even USB flash 
drives, etc.) along with details of the capacity and current 
amount of space being used.. Depending how your hard 
drive was initially configured, you will see one or more 
partitions in place. 


Step 4 


The tool shows partitions and volumes, which are 
similar but different. A partition is space that's set 
aside on a disk separatefrom the other space on that disk. A 
volume is a partition that's been formatted with a file system. 
We will mainly be talking about volu mes in this gu ide. 
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Installing 
New Fonts 


Windows 10 now includes a new, easier way to install and manage system fonts. This is 
part of Microsoft’s ongoing process of moving all the system options and features to the 
main Settings interface. It even allows you to download from the Store. 


Install and Manage Fonts 


To install and manage your fonts through the Settings, you will need to have the April/Spring update installed and up 
to date. In older versions of Windows 10, you will need to dig deeper. 


Step 1 


You can now find the fonts controls in Settings 
> Personalisation > Fonts. Here you will see 
a scrollable list of your current fonts, each with a visual 
example of how they look. This is a much more user-friendly 
way of viewing your fonts, letting you see exactly what each 
will look like when used. 
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Step 3 


Click on any font in, the list to view the available 
font faces and to see the font as it will display 
at different sizes, using the slider. You can type a word or 
sentence into the box at the top to see how it will look in that 
font To uninstall a font, simply dick the Uninstall button on 
the font preview screen. 
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Step 2 


You can search for fonts using the search field at 
the top or just look through the alphabetical list. 
You can also filter the list by language. Each font is shown with 
the number of font faces it includes. A font face is a different 
version of the same font, i.e. regular, bold, italic, italic bold, etc. 


1 * . - Al -■ 


Albn^ij^L 

title Map: 


noon K* fidojcopcs 
h<4d l-o- hi splay bfr-auaiful 

lidLlerrli. 




fcVnj J 
kjptnnjlO 

m™ 


>: .i ihr. 

t'l’MThm 


MA 
F. .rpvrr 

E -'if’-j ^Wii^i 
OSTOM" WBngiWl fifties 
CltH 

e-irvi> i>iiM 
£wie r-jii.jpjli 

Orm 

I'jr - a ' 


cifits. KiMdOSCOptl 

MuLiful -d ijiiay beaulliui 
patterns. 

a Orii«'4 

J-ljnhcK 


CmthJ 
k of ... 

n, 


A gentle 

flXT 1 j 11 & 

The il-ilc to 
sleep 

A hi r r hu-M 


Step 4 

To find new fonts, dick the Store link at the 
top of the main fonts page in the settings. The 
open with all available fonts displayed. To install 
on it in the Store and then dick the Get button, 

/ button if the font is not a free one. Installation is 
and now complete. 
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E Blocking PUPs with 

Windows Defender 


PUPs, Potentially Unwanted Programs, are bits of software that can sometimes be 
stealthily installed when you install other free software, usually by making it a default 
installation option with the choice to opt out. 


Enable PUP blocking 


PUPs can include toolbars, browser extensions, adware and other unwanted software. In almost all cases, this 
software should be called DUPs (Definitely Unwanted Programs). 





Step l 


You can enable PUP protection with System Centre 
Coofig Manager, Powers he II or Microsoft In tune. 

For this guide, we’ll be using the PowerShell, as this is available 
within Windows 10 without installing any additional software; 
as long as you follow the instructions carefully, it isn't as scary 
as it sounds. 


- 


Step 3 


The PUP blocker is now enabled on your PC. 
You will not see any new options displayed in 
Windows Defender but you will seePotentially unwanted 
software 13 listed once something is blocked, if you want to 
disable It in the future, just run the above command again, 
replacing the 1 with a 0. 
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Step 2 


To access the PowerShell interface, right-dick 
the Start button or press Windcws+X and dick 
Windows PowerShell (Admin) to open a window. Type the 
following command at the prompt (without the quotation 
marks) “Set-MpPreference -PUPProtection 1” and press Enter. 
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Step 4 


PU Ps are blocked when a user attem pts to 
download or install a suspicious file or if the fie 
meets one of these conditions: the file is being sea nned from 
the browser, it is in a folder with “downloads” in the path; or it 
is in a folder with “temp” in the path. The file is placed in the 
quarantine section. 
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VPN 


Feature 5 


Public and free Wi-Fi hotspots are notorious 
when it comes to mobile security. Anyone 
with a little knowledge and some free tools via the Internet 
can intercept public Wi-Fi networks and hijack your 
connection, revealing all your data, A VPN encrypts the data 
and protects you. 



Feature 8 


Most VPNs also add an extra layer of security 
whereby they actively block a ny advertising 
from websites. Internet ads are a necessary evil in some ways, 
as they provide much-needed funds for your favourite freely 
available websites. However, some contain malicious content 
and need to be blocked. 



If you're working abroad,oryou're a remote 
worker, a VPN connection to the company's 
servers ensures that all the sensitive business data remains 
secure. It’s difficult for a company to ensure 100 per cent 
security with mobile and off-site workers, but a VPN provides a 
secure tunnel straight to the com pany itself. 


Feature 6 







Using HTTPS instead of HTTP utilises the 
secure side of the Internet protocol. Sadly, it's 
not always implemented either in browsers or by users. Many 
VPNs force all websites to use the secure connection that a 
HTTPS site offers, thereby enhancing your browsing security. 


Feature 9 




Feature 7 


The 

availability 
of iOS and Android VPN 
clients means that your 
call data and data stored 
on your device is also 
secure. Mobile VPN apps 
use the same levels of 
protection and security, so 
your data can't be stolen 
when you're not even 
awa re of it. 


Cyber Ghost 


.til ?:45 pm 
= ® 


Automatic Country Manual 
The best server h chosen dutomalicaily 




Connected! 


Simulated Location 

I anrifKi'Sftt.lfU 
UK 

.154 

8* ijems connected 


SS3-B users online on 333 servers, 15.59 Gbps 


Feature 10 


In some countries, data retention laws are 
quite archaic, meaning governments and 
other bodies are able to access your data log for as long as 
youVe been able to access the internet. A good VPN won't 
detail any logs of your browsing and in most cases won't 
even hand over any personal information relating to you to 
other agencies. 

























































E How a VPN Can Improve 

Windows Security 


We’ve emphasised the enhanced privacy that a VPN offers when you’re connected to its 
services, and the heightened levels of anonymity, but what security benefits does a VPN 
bring to a Windows 10 computer with an antivirus program already installed? 


Security Beyond Anonymity 


It's a good question: how can a VPN improve Windows security? While the privacy side is well catered for, there are 
some good security enhancements and features a VPN brings to the table. 


Feature l 


This doesn't happen often, but an ISP can 
become compromised and detai ls of user 
activities leaked or stolen. Using a VPN can hide your browsing 
activity from trackers and even your ISP, enabling you to 
browse without the fear of having your details leaked or 
accessed by others. 



Feature 3 


To expand the previous feature, VPNs filter web 
pages that are dangerous or contain threats. 
Even with a good antivirus client installed, you can still access 
a dangerous site. Using a VPN prevents the site from even 
being loaded. 



CyberGhost has protected you 
from malicious content! 


Feature 2 


Many VPN providers utilise a level of 
anti malware into their security layers. This 
enhances your security by filtering any downloads through the 
VPN first. Should there be a virus present then it can be 
removed or stopped at the VPN before it even reaches you. 



Feature 4 


The connection between you and the VPN 
server is encrypted to the highest possible 
standards, This makes it near impossible for some external 
element to gain access to the data you Ye transmitting. Online 
banking and shopping are extremely secure with a VPN. 
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Best Antivirus 
Softwa re 


Antivirus 


While the built-in Windows Defender is a great antivirus and security tool, it’s nowhere 
near as capable as one of the many third-party security suites. The likes of Bitdefender, 
McAfee and Symantec have years of security specialism behind their products. 


Better Protection 


A third-party security suite offers much more than virus scanning. With one of these, you're covered against most, if 
not all, digital threats. Here are four security suites worth considering if you're serious about your digital protection. 


Bitdefender 


Bitdefender Total Security 2020 is the latest 
security suite from one the world's leading 
security specialists. This version offers unrivalled levels of 
protection and performance for Windows, macOS and Android 
platforms. There’s even an advanced ransom ware protection 
element to help protect your folders. 



Symantec 


Norton Security Premium is the top choice 
for the home user from Symantec. With it 
you can protect up to ten PCs, Macs, smartphones or tablets 
and it wilt keep you safe when shopping online, general 
su rfing or conducting transactions. 



/ Norton 

Symantec 

SECURITY PREMIUM 


SECURITY 


McAfee 


McAfee Total Protection offers a 100 per cent 
guarantee of virus removal, or you get your 
money back. There are three main versions available: Antivirus 
Plus, Total Protection and Livesafe; each has its own particular 
twist but all offer excellent security features and benefits. 



Webroot 


Out of the three possible solutions available 
from Webroot, Webroot Internet Security 
Complete is the one for home users to consider. With it you're 
protected from virtually any threat, as well as getting 25GB of 
secure online cloud storage. 
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Public Wi-Fi 



3 Use a VPN 


AVPN t or Virtual Private Network, is a 
great way of protecting yourself and your 
device from hackers. They are becoming increasingly popular 
and! therefore increasingly cheap and easy to use. 


A VPN provides you with a secure, private and encrypted 
network to Log in to, from your device. Any data sent to and 
from your device is then encrypted by the VPN at both ends 
(known as end-to-end encryption). Anyone trying to access 
your data would need the encryption key to decode it. 


There are hundreds, if not thousands, of VPN services 
available, for computers, smartphones and tablets. Some of 
these are free and others charge a small monthly fee, 
depending on the level of security offered. Even a basic, free 
VPN is better to have than no VPN at all! 


Once the VPN is set up, all you need to do is log in to it from 
the device you want to protect before using the public Wi-Fi 
connection as you normally would to browse the Internet, 
send emails, etc. 



Cyber Ghost VPN 7.0 - unboxed 

iv w tff T '* eJ*U 4*£4(rifft# 


4 Install and Maintain Antivirus Software 


Having a good Antivirus package installed is extremely 
important, even if you only ever use your device in your own 
home and even more important if you regularly use public 
Wi-Fi hotspots. 


Many modern antivirus packages offer browser protection, 
helping you to identify malicious websites before you dick a 
single link on them. They also make it very hard for hackers to 
install malicious software on your device remotely, by offering 
improved firewalls and malware scanning. 

Notably, it is not enough simply to have antivirus software 
installed. You also need to make sure that it is regularly 
updated with the latest malware definitions, so that it knows 
about the latest threats and is able to counter them effectively. 

Some of the biggest names i n Antivi rus software include; 
Norton, McAfee, Symantec, Bitdefender and Kaspersky, all of 
whom offer a range of packages for home and business. You 
can also find very good, free software from the likes of AVG, 
Panda Security and Avast. 
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Many of 
the biggest, 

frequently used websites, now use SSL connections 
(particularly since Google suggested that websites 
not using the HTTPS protocol would be flagged 
as unsafe and potentially appear lower in the 
search results). 

As a general rule, even when not browsing through 
public Wi-Fi, any websites you use regularly and 
that require you to log in or enter your credentials, 
should be set to “Always use HTTPS”, Most websites 
that ask for details about you have an HTTPS 
option somewhere in their account settings (if they 
don’t already force HTTPS across the site). 

This might not seem as important on a videogame 
forum as it does on a banking website, but hackers 
are aware that people use the same passwords 
over and over again, so seemingly “safe 11 websites 
can be a goldmine of information about you for 
those clever enough to realise it. 


5 Use Only SSL Connections 
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Public Wi-Fi 


Five Ways to Make Public Wi-Fi Safer to Use 


Following any one of these steps will increase your security when using public Wi-Fi. Using all of them will make your 
PC many, many times safer and more secure. 


f- 


1 Keep Your Device Updated 


Software updates, as well 
as providing new 
features, will often include security updates, so it is important to 
ma ke sure all of your device software is the most recent version. 
This includes apps and programs, as well as OS updates. 

Almost all modern devices, from, your laptop to the smartphones 
and tablets you use, make it very easy to keep things updated, 
often alerting you to the availability of an update or processing 
updates automatically. 
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If you have turned off automatic updating on your device [and 
don't want to turn it back on in the settings), make a point to 
regularly check for them yourself and of course apply them, as 
soon as possible, especially on devices that may be used to 
connect to public Wi-Fi. 

In Windows 10, you can find update information, in Settings > 
Update & Security > Windows Update. If updates are available to 
download, they will be displayed here [along with any previous 
failed updates, etc.). 
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2 Turn Off Sharing 


Your PCs, phones and tablets are 
designed to i nteract easily with 
other devices you own, using a system known as Sharing. 
Sharings as the name suggests, allows data or files to be shared 
or accessed from devices on the same network. This is normally 
perfectly fine when all of your devices are connected to your 
home network, but not so fine when you are connected to a 
public Wi-Fi hotspot. 


When using your devices online in public, you should always 
turn Sharing off. This can be done in System Preferences (on a 
Mac), in Network and Sharing [on a Windows PC), InWindows, 
you can also just select ''Public” when asked about a new 
network connection. 
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Many mobile devices also allow you to turn off Network 
Discovery or Device Visibility, mea ning it is hidden from other ^ 

devices connected to the same network. You can normally find 
this option in the Connections or Wi-Fi settings. 

In Windows 10, you can find further sharing options in Settings > 
System > Shared Experiences. 
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E Protect Devices 

on Public Wi-Fi 


There are few places where you can’t now find a wireless connection for your laptop. And 
while this is great for those of us that want to stay connected day and night, accessing 
Wi-Fi in a public place does bring with it some dangers not found on your home network. 


What Makes Public Wi-Fi Unsafe? 


The very same features that make publicly accessible Wi-Fi hotspots desirable for you and u$, such as the lack of 
authentication needed to connect, also makes them desirable for hackers. 



Let us start by saying that not all public Wi-Fi is equally unsafe. A 
coffee shop that has a new Wi-Fi password chalked upon the board 
every day is probably safer to use than one where the password 
has been the same for five years, but not by much. As a rule of 
thumb,, you should assume that any network connection you do 
not control will have fewer defences against interception and 
should be treated as unsafe. 

Hackers are able to insert themselves (virtually) between your 
device and the network connection point, so all of the information 
sent to and from the network passes through the hacker, who then 
passes it on. As this information passes, it can be collected without 
you even knowing it has passed through a third patty device. 

Even if a hacker doesn’t want to farm your data directly, if you 


allow file-sharing across a network then public Wi-Fi connections 
can be used to distribute malware. This malware could hide itself 
on you r device a nd cause all sorts of problems, from logging 
keystrokes to sending spam emails to contacts as if they are 
from you. 

As the use of public Wi-Fi increases, you can expect the number of 
different ways hackers can find to attack those using it to increase, 
as well. That doesn't mean you need to stop using Wi-Fi Hotspots, 
you just need to ensure that you are not the easy target most 
hackers are looking for. 

If you want to stay connected, but also want to keep yourself 
and your device safe, there are a few simple things you can do to 
tighten up security without compromising your internet access. 
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Data Usage 


Pause or Disable OneDrive 


If you use OneDrive to backup images etc., pausing it while you are tethering can help to reduce data use. If you never 
use OneDrive, you can even completely disable it. 


Step 1 


Stopping OneDrive just for the duration of your 
tethering is easy. Click the Hidden Icons arrow in 
the taskbar, bottom right of the screen, and right-dick on the 
OneDrive icon (the cloud). From the Action menu, either dick 
on Pause Syncing” (you can choose a duration) or dick Exit 



Step 3 


Press the Windows key+ R to open the Run box, 
Typegpedit .msc and click OK, In the 
Local Group Policy Editor, in the folder list under Local 
Computer Policy, navigate the folders to Local Computer 
Policy > Computer Configuration > Administrative 
Templates > Windows Components > OneDrive, 
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Step 2 


OneDrive in Windows 10 can be disabled through 
your computers Local Group Policy Editor. This 
doesn’t remove OneDrive from your PC but it stops it from 
syncing with the cloud or connecting with other apps, a nd 
removes it from the navigation pane in File Explorer. 
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CHECK TASK MANAGER 


The Task Manager is a great tool for checking to see which 
apps or services are using a tot of data at any time. To open 
the Task Manager, press Ctrl+Shift+Esc or search for it in the 
Start menu search field. Click at the top of the Network tab to 
display high usage services at the top. 


Step 4 


On the OneDrive screen, under Settings, 
click Prevent the usage of OneDrive for file storage. 
In the Prevent the usage of OneDrive for file storage box, 
select Enabled, then click OK. Be a ware that disabling OneDrive 
like this will disable it for all users of the PC. not just you. 
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Video playback 
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VIDEO QUALITY 


Streaming or downloading 
videos is a surefire way to 
burn through your data 
quickly and is best avoided 
when tethering, However, if 
you need to view video over a 
tethered connection, you can 
tell Windows to reduce quality 
in Settings> Apps >Video 
Playback. Click 'Allow video to 
play at low res 3 . 
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H Limiting Data Usage 

when Tethering 


Tethering means connecting your phone to the mobile data network and then connecting a 
second device via Wi-Fi to the phone to make use of that connection, Windows 10 can be 
data-heavy; a problem if your phone has limited mobile data allowance. 


Set Your Tethered Connection to Metered 


Windows 10 can be quite data-heavy, as mentioned, especially if an update happens to become available when 
tethered. Luckily, you can tell Windows to automatically limit data use. 


Step l 


Cellular data connections are set as metered by 
default, Wi-Fi and Ethernet network connections 
can be set to metered but aren't by default Some apps might 
work differently on a metered connection to help reduce your 
data usage. Some updates for Windows won't be installed 
automatically either. 



Devices 

Bluetooth printers, msjse 



Time & language 

Speech, region dale 


Network & Internet 

WiFi, (light mode, VPN 


Gaming 

Game bar. DVR, 
broad Lasting Game Mode 



Personalisation 

Gackground, lock screen, 
colours 



Ease of Access 

Nanatar, magnifier, high 
contrast 


Step 2 


To set a Wi-Fi network connection as metered, 
dick Start > Settings > Network & Internet > 
Wi-Fi > Manage known networks. Select the Wi-Fi network 
> Properties > turn on Set as metered connection. 
Unfortunately, many Windows apps completely ignore the 
metered connection setting. 
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You can also view a log of 

fa*— 


how much data applications 



on your PC have used in the 


last 30 days. This can help 


r ;-3 UB 

you identify applications that 


WHI 

might be using data in the 

mm v* 

m i wn 

background. To check this. 

kdl ■ 

ts; VB 

head to Settings > Network & 
Internet > Data usage and dick 
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the graph to see more details. 
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MANAGE BROWSING DATA 


You should now have reduced background data use, including 
updates and cloud syncing, so data use will be in the apps 
you use; for example, Google Chrome. You can install a handy 
extension for Chrome which limits data. Go to www.chrome. 
google.com/wcbstore/ and search for Data Saver. 
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Home Network 


Steps 


Powerline adapters are an excellent resource for 
connecting wired network devices, without 
trailing lengths of cable around the home. However, 
depending on the adapter, it is possible to use another 
adapterto gain access to yours. In newer homes it's an easy 
enough task to pick up another user’s network, so use the 
Encryption button if the adapter has one. 



Step S 


Sharing resources and files from one computer to 
another is perfectly fine but consider sharing less 
if you live in dose proximity to others. Once a hacker has 
gained access to your network, getting to any shared folders 
you have will be a doddle. In extreme cases don't share 
anything, but generally tighten password control 






Step 6 


Networking a home with Ethernet cables isn't a 
difficult project and it offers faster connection 
speeds than that of wireless. However, if you're living in shared 
accommodation ora block of flats, make sure that any unseen 
cable lengths can’t be accessed by a neighbour It's easy 
enough to splice into an Ethernet cable and steal bandwidth. 



Remote administration on both the router and 
computer certainly can help you out when you’re 
not at the keyboard. Perhaps you connect to your home 
network from work? Whatever the reasons, it does leave a 
potential gap in your home network security. Consider 
closing it completely or double-checking the authentication 
is top notch. 

emote Assistance Settings 


step 9 


You can set limits for the use of Remote Assistance on this computer 
Remote control 

0 Altow this computer lo he controlled remotely 


Invuations 


Set the maximum amount cf time invitations car remain open 



Hours 




Step 7 

Consider using a network mapping program, such 
as Qpen-AudIT, to gain a better understanding of 
ces are attached to your network. Become fa mi liar 
ddresses, manufacturer, model IDs and so on of 
nected object. That way, should anything new 
>u'll know it’s not something you allowed. 

what devi 
with the a 
every con 
appear, yc 

Open-AudIT 

\- J 

AS 

1 

HOME QUERNS ADMIN HELP 
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step 10 


If you run a small office make sure that all your 
wall ports are located in areas where they are 
secure. 8ehi nd desks and generally away from where the 
public or any visitors may be able sneakily plug a laptop in. 
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H Secure Your 

Home Network 


We’ve mentioned previously that an attack doesn’t always come from the other side of 
the globe but can indeed be a little too close to home at times. Home network hacking is 
possible with the simplest of tools; easily found on the Internet. 


Network Protection 


Without being too paranoid, it’s remarkably easy to get into a neighbour's home network. If you live in a block of flats or 
you use poweriine adapters, you may need to consider these ten steps for better network protection. 


Step l 


The most common entry point to gain access to 
your network is via the router The router from 
your ISP may well be offering the latest forms of encryption 
but it doesn't take a genius to trawl the less reputable sections 
of the Internet to obtain a list of passwords. Therefore, change 
the default username and password needed to access it. 



Step 3 


It can be a pain but try disabling DHCP on your 
router and opting for static IP addresses. Every 
device that connects to a DHCP router will receive an IP 
address. By eliminating that you get to specify the address 
range available, it's not fool proof but it s worth considering. 
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Step 2 


Most routers these days come with a form of 
authentication called MAC (Media Access Code) 
address filtering. Every networkable device, computers, 
tablets, games consoles, come with a unique MAC address. The 
filtering allows you to enter the MAC addresses of your devices, 
so only they can be used on your router. Consult your router 
documentation for more details, 
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MAC Address Filter List - Google Chrome 
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MAC Address Filter List 

Enter MAC AdcSitSs in tins format . xxx.xxxjlxx 2 .xx 
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According to Trust wave's 2013 Global Security 
Report, many home network hacks are 
conducted when the household is away or asleep. This 
leaves the hacker with ample opportunity to steal 
bandwidth and view files you may have on a NAS drive. The 
short, simple solution is to power off the router at night or if 
you go out for the day. 



IIS www.bdmpublicalions.CQm 
























































































If your computer has been infected with a virus or malware, this could be where 
the hacker got your details, so none of the steps above are any use if the underlying 
source of the breach is still sitting on your device waiting to send all of your updated 
information to the hacker Run a complete virus scan, using reputable scanning software 
from the likes of Norton* Kaspersky, Panda or McAfee. 


media account has been hacked, 
contact friends, family and colleagues 
top let them know. There have been 
many cases where a family member 
or friend has received am email 
supposedly from a stranded person, 


If using Windows 10, then the Windows Defender tool offers an Offline Scan, which 
can find even particularly well-hidden malware on your computer. This scan will take 
at least 15 minutes to complete, but is the most in-depth scan offered by the free 
anti-virus software. 


asking for help (in the form of money] 
so that they can get home. Making 
people aware, means they will be less 
likely to fall for this sort of scam. 
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Hacked 
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This includes banking, email, online shopping accounts, 
especially if you use the same password for multiple logins. 
Check your email inbox and sent mail box for things you haven't 
signed up to or sent. Think about how you recover a forgotten 
password on almost any website: You request a password reset 
to your email address. If someone has got hold of access to your 
emails, they could do the same. 

Look for any unusual activity at all, and if you spot some, contact 
the website or company to Let them know your account may 
have been breached* Often, they can help you sort it out the 
fastest way. 

If your email account has been taken over, and the password 
changed, you will need a way to prove that you are the rightfu I 
owner. This is why It is important to have two separate email 
addresses, as you can usually use a second email address as the 
alternate contact for the main address. 





CREDIT CARO 



Check both your bank account and credit 
card statement for any unusual activity 
(online and immediately if possible, 
but if not contact your bank/credit card 
company and ask for a statement]* It is 
also worth informing both your bank and 
credit card company what has happened, 
so that they can be aware and alert for 
any unusual activity In the near future. 

Having to get new cards issued may 
be a hassle, but it is less hassle than 
trying to sort out the mess Left when a 
hacker starts buying things using your 
card details. 
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Major companies such as Google, Facebook, Twitter and 
Microsoft are well a ware of the possibility of accounts being 
hacked, and most offer processes to get the account back to 
normal Indeed, the company may well be the first to realise 
an account has been hijacked and shut it down for you* Head 
over to the homepage of the website in question and check the 
knowledge base/help desk for advice on what to do next* 


Just remember that if you get an email from Facebook, Twitter, 
etc., telling you that your account has been breached, make sure 
that it is legitimate and not someone phishing for your login 
information. You can read more about spotting scam emails at 

https: / / b d m p u blkati o n s .com* 
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Hacked 


HOP WILL 
YOU KNOV.'? 

You may hear about a big data breach In 
the news, or from friends and colleagues, 
and if the company hacked is one you 
have accounts with, it is worth following 
all of the steps below just in case. Often, 
the first you will know about being 
hacked is a call from your credit card 
company or bank about unusual activity, 
or from friends/relatives suddenly 
receiving strange requests for money 
from you- 

Many of the large email providers* 
such as Gmail, will alert you if there 
is a new login to your account from 
an unrecognised location or device. 
Oryou may simply find that you have 
been logged out of an account and your 
password Is no longer working. 

The most important thing is not how you 
discover how you have been hacked, 
although we urge you to keep a close eye 
on all your online activity, but how you 
act immediately after you find out, 

You can check if your email address 
has potentially been involved in a data 
breach by entering it in to the Have i 
Been Pwned website- 

https:// havei bee n pwned .com / 



Even if you think only one account has been targeted, you should still move to 
protect ALL of your important accounts. This is especially true if you main email 
account has been breached, or if you use the same email and password for all of 
your online accounts. 
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The very first thing you need to do is 
change all of your passwords* especially 
for your email account, banking accounts, 
credit card accounts* PayPal* etc. 

Many online accounts now offer 2-step 
verification, which adds an extra layer of 
security by sending you a passcode each 
time you try to log in. If this is available, set 
it up as soon as possible. 


If your email account password has been 
changed by the hacker, you will need to 
contact the provider and prove you are 
the rightful owner of that account. For 
Gmail, there are instructions for recovering 
a hacked account on the Google support 
pages (https://support.gcioele.comj. The 
other main email providers should offer 
similar advice. 
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There are literally hundreds of 
millions of email add resses and 
account details stolen by 
hackers each year, sometimes in 
a single massive breach, such as 
the Equifax attack from a few 
years ago, but sometimes 
directly from your own 
computer. Being the victim of a 
hack sounds scary to most 
people, but while you should 
take it seriously, there is often no 
need to panic. If you thi nk you 
have been hacked, just follow 
the instructions here to get your 
online life back on track. 
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Defender 


WINDOWS DEFENDER DASHBOARD 


The dashboard is the main screen of Windows Defender 
and opens when you click the “Defender shield ' 3 icon in the 
taskbar. It lets you check the security of your computer at a 
glance, but doesn't really give you much information beyond 
whether an action is needed or not needed within the various 
security sections. 


Ideally, you want to see a green tick on each section of 
the dashboard. 

If you see a warning symbol, there are suggested actions that 
you should take a look at, while a red X means something 
needs your immediate attention. 


x 


«lri 





F ir^wflll & network 
protection 

Pnv-ate firewall is off. Your dewce 
may be vulnerable. 

Turn on 


App & browser control 

No fiction J 


Device security 

Vk'w sUluu and rnanaqe 
hAirliArtrr waprity features 


Firewall & Network 
Protection 

windows Defender includes three 
firewalls, for: Domain network, Private 
network and Public network. You can 
turn each of these firewalls on or off at 
wi Up although you w i 11 norm a I ly on I y 
be connected to one type of network 
at a time fit you are at home, usually a 
Private network). 


Apps & Browser Control 

his section contains the settings for 
Windows Defender SmaitScreen. This 
helps to protect your Windows 10 device 
from pete nti al ly da n ge rous a ops, files, 
websites and downloads. It also includes a 
! i n k to d own load App I i cati o n Gu a rd a n d 
lets you control Exploit protection. 


Despite the title, this isn't really a hub 
for device security. You can learn more 
about Core isolation (virtualisation- 
based security] and enable the 
memory-integrity feature, helping to 
prevent malicious attacks to core, 
higl>security processes. Note: The 
exact options here can vary depending 
on device. 


Family Options 

The Family options feature in Windows 
Security provides you with easy access 
to tools for managing your children's 
digital life. Use Family opt ons to help 
keep your children's devices dean and 
up to date with the latest version of 
Windows 10 as well as protecting your 
kids when they're online. 
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E Using the Windows 

Defender Tools 


Microsoft Edge lets you move quickly from browsing to actions. Write or type notes 
directly on web pages and share them with others, read online articles free of distraction 
and save your favourite reads for convenient access later. 



Virus & Threat Protection 

This is where to cheek and scan for 
viruses and other threats to your 
Windows 10 security. Here you will find 
tools for preventing viruses and other 
malware from ever taking hold of your 
com puter, as well as the tools needed 
to check for anything which already got 
through your defences. 


Account Protection 

This is where you manage account and 
sign-in security for Windows 10. This 
includes the Microsoft account you are 
signed in to (or the option to sign in to 
one), Windows Hello and Dynamic lock 
Clicking on any of the options here will 
simply take you to the relevant area of 
the main settings. 


Device Performance 
& Health 

Displays issues with the health and 
performance of your computer, 
including the status of the Storage 
capacity, Apps and software and the 
Windows Time service. This is also 
where you come if you want to begin 
the process of performing a Fresh Start 
on your computer. 
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Security at a glance 

See What'S happening With the -security and health of your device 
and lake any actions needed. 
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Virus flt threat protection Account protection 
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Device performance S( 
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Famify option? 

Manage how your family u<lps 
thch devices. 
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Maintenance 


Protect Windows 


Take your knowledge of 
Windows 10 to the next level, 
with guides to mainta ning 
privacy, security and even your 
internal memory and hardware. 
Learn how to speed up your PC 
and howto make it run more 
smoothly, or diagnose common 
Windows problems. 


Contents 


112 Using the Windows Defender Tools 
114 What To Do if You’re Hacked 
118 Secure Your Home Network 
120 Limiting Data Usage when Tethering 
122 Protect Devices on Public Wi-Fi 

125 Best Antivirus Software 

126 How a VPN Can Improve Windows Security 

128 Blocking PUPs with Windows Defender 

129 Installing New Fonts 

130 Manage Disk Partitions in Windows 10 
132 Check and Manage RAM Usage 

134 Create a Windows 10 System Image 
136 Easily Sync Files to an External Drive 
138 How to Create a Recovery Drive 
140 Fix Wireless Network Connection Problems 
142 Encrypting Your Windows 10 Laptop 
144 What is Encryption? 

146 Windows 10 Power Options 

148 Manage Your Privacy in Windows 10 

150 Windows 10 Maintenance Tools 

152 How to Remove Malware from Windows 10 

154 Six Steps to a Faster PC 

156 How to Reset or Fresh Start 

158 Laptop Care and Maintenance Tips 

160 Diagnosing Windows Problems 


www.bdmDublications.torn 111 













USB Stick 


External 
Storage for a 
Smartphone 
or Tablet 



Many, if not all, modern smartphones and 
tablets support USB OTG (0n-The=Go), 
meaning you can use an old USB flash drive as external storage 
for your mobile files and photos. 

You will need a mobile device that supports USB OTG (the 
alternative is to root your non-OTG device so you can install an 
app which allows you to mount external drives; probably more 
trouble than it’s worth). You will also need a short USB OTG 
cable unless your flash drive has a micro USB/USB C plug on it. 


Use it as a Portable 
Password Manager 

As our world gets more and more digital, password manager 
software has become more and more popular as we rack up 
double-digit (or even triple-dig it) password collections. 

Many of the most popular password managers, including 
LastPass, allow you to download a portable version of the 
software, along with a web browser, so it can be used from a 
USB stick. 


* ^ f 


LastF'ass---! 



Take it everywhere 
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Create a Windows 10 
Recovery Drive 

The easiest way to be able to get your computer up and 
running after a significant hardware failure is to create and 
regularly update a recovery drive, Windows 10 includes all of 
the too Is you need to create a recovery drive, which does not 
protect personal files and applications but will allow you to 
quickly reinstall Windows 10 in the state it was when the d rive 
was created. 

You will need a USB drive that does n’t contain any other data 
(as everything will be erased during the creation process), and 
one that has a capacity of at least 16GB. 

To create a recovery drive, search in Windows 10 for “Create a 
recovery drive” and select the matching result that appears. 
Make sure that “Back up system files to the recovery drive” is 
selected, then connect the drive to your PC and click create, 


Automatically Sync Files 
to USB 

There arc lots of cloud storage solutions which allow automatic 
syncing, but It is also possible to automatically sync files locally, 
giving you a portable backup that will be accessible even when 
cloud storage isn’t. 

Tools like Microsoft's SyncToy and others allow you to create a 
folder that is automatically synced with an external drive, 
including a USB flash drive. Every time you plug in the 
connected USB drive, files from that folder will be synced/ 
copied onto the drive, and anything new on the drive will be 
copied into the local folder. 


































USB Stick 


Boost PC Performance 
with ReadyBoost 





Store Your Most 
Sensitive Data 

If you have sensitive data that you need to keep safe, in an 
offline location, you can encrypt and use an old USB flash drive. 

Again, the size of the old drive needed will depend on how 
much data you need to store. If it is just documents and a 
few images, then even an SGB drive should give you plenty 
of space. 

To encrypt your drive, you wilt need some software such as 
TrueCrypt, 

SecurStick or 
VeraCrypt. 

Download your 
chosen 
encryption 

software and carefully 
follow the instructions to create the 
encrypted drive. In all cases you will need to 
create an access password for the drive, so make sure you 
don’t forget it (write it down and store it separately to the USB 
drive) as it is the only way to recover the data on that drive] 
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Back in the days of Windows Vista, Microsoft introduced a 
tool called ReadyBoost. It was designed to increase 
performance by acting as a memory cache management 
system and mainly used to speed up data retrieval in systems 
incorporating a mechanical hard drive (solid-state memory is 
usually faster) working alongside SuperFetch, which is part of 
the operating system, 

There is some debate about whether ReadyBoost will make 
any difference to the performance of a modem, 
high-performance PC, particularly if it has a SSD installed 
(unlikely that it will). However, if you have a slightly older 
computer, which has a mechanical hard drive, it might still 
provide a helping hand. 

To give ReadyBoost a try, insert a USB flash drive and access 
the drive properties (right-dick on the Drive icon and select 
properties). You should see a Ready Boost tab. Click this and 
then dick Apply. 

The drive will need to be at least 256MB in size, have an access 
time of 1ms or less and a throughput of 2,SMB/sec. 
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Create a Portable 
Music Library 

If you travel a lot, or just want to take some music on your 
annual vacation, you can throw together a collection of your 
favourite songs/albums on even a fairly small USB drive to take 
with you. 

Many hotel rooms will have a small stereo system into 
which it can be plugged, or, failing that, you can usually find 
a spare USB port on the TV in the room and play your music 
through that. 

It can also be useful if you have a car stereo with a USB port, as 
it means you don’t need to have your phone connected to the 
ICE system for music, and you can just leave it in place when 
you leave the car. 
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10 Ways to Reuse 
an Old USB Stick 


It is possible to buy USB flash drives with a 1TB or 2TB capacity quite cheaply these days, 
makingthose 4GB or 8GB drives you have probably forgotten about in a drawer somewhere 
pretty obsolete. However, don’t throw them out just yet, there are lots of uses for old flash 
drives aside from just storage. 


Use a Flash Drive to 
Unlock Your PC 

If you care about your digital security, you probably have a 
PIN or password lock on your laptop or desktop PC, but there 
is another way to lock and unlock your computer: Using a 
USB flash drive. 

Software such as Predator allows you to create a key on your 
old USB drive which, when plugged into your computer, will 
automatically unlock it. When the '‘Key 11 is removed, the 
computer will lock again. 

There are several different: USB lock software options 
available, and almost all of the best ones cost money 
(although usually not very much. Predator is just $10 for the 
home version), If you want to try out a freeware USB locker, 
you can search for 4 USB System Lock” and "WinLockr USB 
Lock Key”. 

With most, if not all, of these USB locks, you can continue to 
use the flash drive as a storage drive at the 
same time. And most only require a 
small amount of space, so 
even tiny capacity d rives 
will work. 


Create an Emergency 
Antivirus Tool 

Most antivirus software will 
allow users to create a 
USB (or CD/DVD) 
recovery tool. This can 
be a lifesaver if you have 
a virus-infected 

computer that you cannot access. 

Open your anti virus software and check for the recovery or 
scanning tool option. The exact process (and size of drive 
needed) will vary between different antivirus software, but it 
is usually a relatively simple step-by-step process to follow. 

Once created, label the drive, so you know what it is and not to 
format it, and keep it safe, in the event of a virus preventing 
access to your computer, insert the USB drive and boot the 
computer (it should automatically boot from the USB, but you 
may need to change the boot sequence in the BIOS), 




Use it as a Mini Network Drive 


If you have an unused USB drive with a decent 
capacity (we suggest at least 32GB to be of any real 
use), you can use ft as a network drive. Many 
modem routers have a USB port, to which a storage 
drive can be attached, including a USB flash drive. 

You will need to know how to log in to your router's 


firmware dashboard, as this is where you set up the 
drive as a network drive. You can find many guides 
to setting up a network drive on the Internet. 

Once complete, anyone using the network ca n 
utilise the drive as storage, or you can use it for 
things like media streaming. 
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Secu rity Tool 


Using Remote Lock 


As is usual with this type of mobile phone feature, before you can use the Remote Lock feature, you will need to make 
sure a few things are set up within your Microsoft account. 


Step 1 


For the Remote Lock feature of Find my device to 
work, your laptop needs to be connected to the 
Internet, the feature must already have been enabled and set 
up, and you must be using a Microsoft account (not a local 
account) with administrator privileges enabled. 
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Step 4 


Click on the Lock button and a new window 
opens explaining what will happen to the device 
once it is locked. This includes logging out active users and 
disabling local users, enabling location tracking and locking 
the device. An email is sent to the account address once the 
lock is complete. 
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Step 2 


Sign in to your Microsoft account (account. 
microsoft.com) in the web browser on your 
computer. Click on the Devices tab at the top, or select All 
Devices from the panel on the account homepage. Any devices 
that use this Microsoft account are displayed on the screen. 
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Step 5 


Click Next, and you have the option to create a 
custom message to appear on the lock screen of 
the device. This could be a message asking anyone who finds 
the locked device to contact you (with contact details included, 
obviously), or anything else you can fit into 160 characters. 
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You see a warning on each device panel, telling 
you that “Find my device is turned off 11 . Click the 
Manage button for the device on which you want to set up the 
feature. The next screen should show a large map, along with 
optionsto enable location, and a large blue “Lock 11 button. 



Step 6 


Finally, dick the Lock button to complete the 
process. Remember, if you manage to retrieve 
the device, you will need to have administrator privileges to 
get back into it. If you think the device is lost forever, or even 
if you get it back, it is a good idea to change your Microsoft 
account password. 
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H Find My Device 

and Remote Lock 


Remotely tracking, locking, or disabling mobile devices has been the norm for several years 
now, helping to increase security when a device is lost or stolen. Microsoft has decided to 
make these features available to Windows 10 users with its own “Find my device” option. 


Enable Find My Device 


Find my device uses your laptop's location settings to show its last known physical location on a map, which you 
access from the main screen of your Microsoft account. 


Step l 


Go to the Microsoft account login page {account 
miaosoft.com) j n the b rowser on yo u r co m pute r. 
Sign in using your Microsoft account details (if trying to 
enable Find my device for a different device, make sure you 
sign in with the correct details) and then dick the Devices tab 
at the top 


















Step 3 


if able to, your device turns on Location access, 
and after a few seconds, the map image updates 
to display the last registered location of the device. You can 
scroll and zoom the map using the controls, or your mouse/ 
trackpad. You can also change the view style. 
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You should see your device listed on the Devices 
screen. On the panel, click “Manage” for the device 
you want to locate and then dick "Enable location” This is 
found above the map image, below the battery power 
indicator. You need to wait for the setting to be enabled. 
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Step 4 


If the device is offline, you won’t be able to 
activate Find my device, and you will see a 
warning telling you so. You should still be able to see the 
previous last known location by clicking the link that appears 
above the warning message. This will be updated when the 
device is next online. 
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Dual Monitors 


Steps 


The Extend option is the one which needs the 
most setting up. On the main display, right-dick 
anywhere on the desktop and choose Display settings from 
the Action menu. Scrolling to the bottom of the display 
settings gives you another way to choose the display mode. 
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Step S 


If you don't want to see the taskbar on both 
displays, go to Settings > Personalisation > 
Taskbar, and scroll down to Multiple displays. You can then 
choose to turn off the taskbar on the second display. You can 
also spread a single wallpaper across both screen by selecting 
Span in Background settings. 
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Step 6 


At the top of the display settings are the two 
displays side-by-side, 1 is your main display and 
2 is the secondary display. Which side of the screen the two 
monitors “join' 1 at (which side allows you to move on to the 
second monitor) is controlled by dragging the display boxes 
here to the left or right. 
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Spreading out across the two monitors in Extend 
mode is as easy as clicking and dragging a window, 
be that a browser window, app or anything else, to the "joined 11 
side of the main screen. Just keep the mouse pointer moving 
and it will continue on to the second screen seamlessly. 



Step 7 


You can view settings for each, display 
independently, by clicking on one you want to 
see, and then scrolling down. You can change the scaling, 
orientation and resolution of each display to best suit the 
specification of the monitor, if it is the case that the two 
monitors have different maximum resolutions. 
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Step 10 


Depending on the graphics card software you 
have installed (Radeon- for example), you will 
usually have further display options for the second monitor 
in the graphics adapter settings. This might include Virtual 
Super Resolution and GPU scaling, helping you match up 
resolution settings. 
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Setting Up 

LLI Dual Monitors 


With a second monitor and the required connectors on your PC, setting up Windows 10 
to display over two screens is easy. Having a second monitor can really help to increase 
productivity, and allow you to stay more organised when you’re at your computer. 


Setting Up a Dual Display 


Matching up the resolution and size of your two chosen monitors will give the best results but even mismatched 
monitors can work really well in dual format 


Step l 


You will obviously need to ensure that your PC 
has the requisite connections for two monitors 
(two HDMI, VGA or DVI ports, or a combination of these). 
Check the back of your PC tower or the side of your laptop to 
find out With your PC turned off, connect both monitors to 
the available ports. 
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Step 3 


You will now need to configure the dual monitor 
setup to your liking, Windows 10 allows you to 
easily choose how the dual monitors display. Press Windows 
Key + P to see the Project side panel. Here you can choose 
from PC Screen Only, Duplicate, Extend or Second screen 
Only options. 



Step 2 


Boot up the computer and log in* Windows 
should automatically detect that two displays 
are connected and you should see both of them, displaying 
a desktop. Your main display will have all of your icons on it, 
whilst the new second display will be blank apart from the 
taskbar along the bottom. 



Step 4 


PC screen Only and Second Screen only are 
fairly self-explanatory, displaying an image 
on one or the other screens. Duplicate is also fairly easy 
to understand, showing exactly the same display on both 
screens. Extend turns the two monitors to one long screen 
that you can spread out across. 
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Install a Wireless Printer 


A wireless printer is one that is connected via Wi-Fi, Bluetooth or by means other than a USB data cable. This can also 
include a printer connected to another PC on the network. 


Step 1 


Open the settings and head in to Devices and 
then Printer & Scanners. Look for your printer in 
the list of available devices and if it is there, click on it and 
then click ‘Add printer’ If your printer is switched on and 
connected to the network, Windows 10 should find it easily. 
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If you use wireless access points, extenders or 
multiple wireless routers with separate SSIDs, you’ll 
need to ensure that you Ye connected! to the same network as 
the printer for your PC to find and install it. If the printer does 
not appear in the list you may need to add it manually. 


Step 3 
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Step 2 


Available printers can include all such devices on 
a network, such as Bluetooth and wireless 
printers or those that a re plugged into another computer and 
shared on the network. You might need permission to install 
some printers, depending on the type of network you are 
connected to. 



Step 4 


Click on The printer! want isn’t listed' when it 
appears. This opens a tool that will show you, 
step-by-step, how to find and install software for an older printer, 
or one wh ich is not supported by Windows 10 drivers. If this fails, 
try looking for the software on the manufacturer's website. 
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COMMON PRINTER PROBLEMS 


Printers are getting easier and easier to install, thanksto plug and play software, but if you are having problems 
do these two things first. 


Check for Old Drivers 


Most printers require driver 
software to work properly. If 
you recently upgraded from one version of Windows to 
another, it’s possible that the current printer driver is for the 
previous version of Windows and may not work (or work well) 
with Windows 10, Check Windows Update for new drivers,. 
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Run the Troubleshooter 


Head in to settings > 
Update & Security > 
Troubleshoot and run the Printer Troubleshooter. You can 
also type ‘Printing problem’ into the search box, select the 
search result Labelled ' Help from Microsoft and then select 
the troubles hooter to download it. 
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Installing a Printer 
in Windows 10 


When you connect a printer to your PC or add a new one to your home network, you can 
usually start printing straight away. Windows 10 supports most printers, so you probably 
wont have to install special software. Here’s how to install printers in Windows 10. 


Install a Local Printer 


A local printer simply means one that is physically connected to your laptop or desktop computer via a USB data cable, 
rather than being connected wirelessly. 


Step l 


in most cases, all you have to do to set up a 
printer is to connect it to your PC and let the plug 
and play software do its work. Plug the USB cable from your 
printer into an available USB port on your PC and turn the 
printer on. If nothing happens, try restarting you r PC with the 
printer connected. 



Step 3 


If so, click on it and then dick Add Pri nter, The 
printer should then deinstalled and ready to use. 
If you don't see your device in the list, click'Add printer or 
scanned and see if the scan finds it If it still does not appear, 
click the link that appears: 'The printer I want isn't listed’. 



Step 2 


If the printer does not set up automatically, you 
will need to do it yourself. Click the Start menu 
button and head into Settings. Here you need to look for 
Devices and then Printers & Scanners. You should see a list of 
available devices, hopefu lly with your printer's name shown. 


Step 4 


This opens a step-by-step tool that will show you 
how to find and install software for an older 
printer, or one which is not supported by drivers pre-installed 
with Windows 10. Ilf that stiII fails, try goi ng to the printer 
manufacturer’s website and download an installer or drivers. 
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Screenshots 



Steps 


The captured image will now appear in the 
previously blank Snip & Sketch window. If the 
image is all you need, you can simply click the Save button in 
the top right and choose where you want to store the image. 
You can also make a copy of the image here, as well as share 
the image via email. 
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Step 7 


In the top middle of the Snip & Sketch window, is 
a set of editing tools that you can use to alter the 
captured image. These give you the ability to write or draw on 
the screenshot, adding annotations or highlighting areas. You 
can also crop the image down to size. 
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Step G 


To capture a freeform screenshot, open the 
snipping mode again and click the second of 
the tools at the top. You can now use the mouse to draw 
around the area you want to capture, cutting out any shape 
you want. When complete, the freeform screenshot will 
open in the window as before. 


Step 8 


Click on any of the pen or pencil tools to select 
them and then click again to open an additional 
tools menu. This menu will let you change the colour of the 
pen or pencil, as well as change the thickness of the line that 
is drawn, using the slider at the bottom! of the menu panel. 



Open the Snipping Mode with PrtScn 


Although there is no dedicated keyboard shortcut using the Windows key, you can set the PrtScn button to open the 
snipping tool when pressed. 


Step 1 


Until Microsoft decides to give it a dedicated 
keyboard shortcut, you will need to take 
advantage of the Ease of Access options to create a quicker 
way to open the snipping tool. Head into Settings > Ease of 
Access > Interaction section and look for the Keyboard options. 
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Step 2 


Scroll down to the "Print Screen shortcut" heading 


and use the slider to turn the shortcut on. You 
may need to restart your computer before the shortcut wilt 
work. You can now press the PrtScn button (usually in the top 
right of your keyboard) at any time to open snipping mode. 
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Screenshots with 
Snip & Sketch 


The new Snip & Sketch tool, which will eventually completely replace the old Windows 
snipping tool, includes a few extra features that help you to easily capture and annotate 
screenshots on your computer, and then save them or share them with others. 


Taking Screenshots with Snip & Sketch 


There are many reasons why you might need to capture an image of your screen, but whatever the reason, the new 
snipping tool allows you to do exactly that, and much more. 




Step l 


There are a couple of different ways to open the 
Snip & Sketch tool but there's no dedicated 
keyboard shortcut at this time. You can open the app by 
clicking on it in the Start menu apps list, by searching for it in 
the search box or by clicki ng the Screen snip button in the 
Quick Actions panel. 


Step 3 


Click the New button to begin snipping. The screen 
will darken and you will see a small toolbar appear 
at the top. From left to right, the tools here are Rectangular clip, 
freeform clip and Fullscreen clip, let's start with the most 
useful of the three, the Rectangular clip tool. 
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Step 2 


If you open the tool using either of the first two 
methods, it will open as a blank window with a 
variety of buttons along the top for editing or writing on 
captured images. The New button takes you to snipping mode. 
If you open the tool using Quick actions, it goes straight to the 
snipping mode. 
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Step 4 


Move the + cursor to the comer of the a rea you 
want to capture and dick and hold the left Mouse 
or Trackpad button, Dragthe cursor down and you will see 
the capture area highlighted. When you have the correct area 
of the screen highlighted, release the Mouse button to snip. 
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Clipboard 


Steps 


The things you have copied can be made ready to 
paste by selecting them in the Cloud Clipboard, 
You can then use Ctrl + V to paste or right-click and select 
Paste from the menu. When you select something in the 
Cloud Clipboard, it remains there to be pasted again. 
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Steps 


Pinned items even remain in the Cloud Clipboard 
when you restart your computer. The only way to 
remove them now is to unpin them from the clipboard. To do 
this, highlight the item again and click the pinned icon. 
Copying something that is already saved in the clipboard 
doesn't overwrite it. 



Steps 


You can dear the items from the clipboard easily, 
either by opening settings > System > Clipboard 
and clicking on 'Clear clipboard data' or by opening the 
clipboard window and clicking the 'Clear all 1 button. Once the 
clipboard is cleared, you cannot recover the copied data. 
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Step 9 


Syncing clipboard data between devices works 
using the same Microsoft Graph technology that 
powers the Timeline, introduced in Windows 10's April 2018 
Update. You need to be signed into both devices with the same 
M icrosoft account for this featu re to work. 
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Step 7 


If there is copied data in the Cloud Clipboard that 
you think you will always need to keep, you can 
pin it. Pinned items in the clipboard do not get cleared when 
using the met hods described in the previous step. To pin 
something, move your mouse over the item and then dick 
the pin icon that appears. 
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If you select 'Never automatically sync text that l 
copy 1 , you'll have to manually choose what you 
want to copy. To do so, open your Clipboard history with 
Windows+V, hover over an item in your Clipboard history and 
dick the cloud-shaped Sync to Other Devices icon. 

Sync across devices 

Fable text on your oilier devices. When this is or, Micro soft 
receives your clipboard date to sync it across your devices. 

« On 

Get an epp to sync clipboard items to your phone 
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Open clipboard history (Windows loyo key * V) to choose text 
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Step 10 
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Using the 
Cloud Clipboard 


Copying and pasting is something we all do. However, what do you do if you need to copy 
the same few things again and again and how do you copy content across your devices? The 
new Cloud Clipboard solves both of those problems in a single, simple interface. 


A New Way to Copy + Paste 


The Cloud Clipboard gives you a new way to cut and paste. Simply press the Windows key + V at any time and youll 
see the Cloud Clipboard panel appear in the bottom corner of the screen. 


Step l 


Before you can use all the features of the Cloud 
Clipboard in Windows 10, you will need to enable 
them in the settings. Go to Settings > System and Look for the 
Clipboard section. You can turn on the clipboard history using 
the slider toggle. To sync across devices, click 'Get started 1 . 
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Step 3 


With the Cloud Clipboard settings configured to 
how you want, you ca n start: using the feature. Just 
like the old clipboard, things are added to it when you copy 
something. This can either be by pressing Ctrl + C with some 
text highlighted or right-clicking on an image or file and 
select! ng Copy. 



Step 2 


Follow the instructions to confirm your Microsoft 
account (if this is requested) and then choose 
whether you want to ena ble automatic syncing across devices 
or not. If you want to be able to sync the clipboard to your phone, 
you will also need to download and install an app on that device. 



The difference now is each thing you copy is 
stored in the clipboard, rather than being 
overwritten by the next thing you copy. To see the things 
stored in the Cloud Clipboard, press Windows Key + V. In the 
new Cloud Clipboard window, you will see a list of the things 
you have copied. 
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Step 4 
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Games 



Performance Display 


The performance overlay shows 
you a real-time snapshot of 
how much strain is being put on the processor [CPU), graphic 
card/chip (GPU) and the interna! memory (RAM). It allows you 
to monitor how much power a game is using, but also works 
for any action you are performing (watching videos, etc.). 
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Manage Overlays 


You can rearrange the position of all 
of the overlay panels by clicking on 
their top bars and dragging them into the desired position. 
Several of the panels can be pinned, meaning that they will 
remain visible on screen even after the Game Bar is hidden. 
Just click the Pin icon in the top bar. 



Spotify Music 


The Game Bar now features Spotify 
integration, You; can sign into your 
Spotify account and use the Spotify widget to play music a nd 
control play back. This is more convenient than Alt+Tabbing 
out of full-screen games to manage the background music. 
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Game Bar Settings 


You can access the settings for the 
Game Bar via the Main settings 
app in Windows 10, or you can click the Gear icon in the top 
middle panel of the Game Bar itself. This top middle panel 
also gives you access to the folder containing any previous 
captures you have taken of the screen. 
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Xbox Panels 


There are also two (currently in Beta testing) 
panels for chatting to others using the Xbox 
network, and finding groups of like-minded gamers. To use 
these two additional panels, you will need to be signed in with 
the Microsoft account associated with Xbox Live. 
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Close Game Bar 


You can close the Game Bar overlay 
sc reen by cl i cki n g a ny w he re else on 
the screen, or by pressing Windows Key + G again. If you want 
to d isa b le th e Ga me Ba r co m plete ly, o pen the Main setti n gs, go 
to the Gaming section, and use the slider to disable the tool. 
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The New Windows 10 
Game Bar 


Windows 10 hasn’t seen many new features recently but one area that did have a major 
upgrade was the Game Bar tool. Even if you have never played a single game on your 
Windows PC, the Game Bar can still be useful 

Using the Game Bar 

No longer solely about gaming too[$ t the Game Bar now includes quick panels for volume control, resource usage and 
even playing music. 


Open the Game Bar 


You open the Game Bar in the 
same way as previously, by 
pressing Windows Key + G, or by opening the Start menu 
and scrolling down to the bottom where you will see “Xbox 
Game Bar", The new Game Bar will open, dimming the screen 
slightly and displaying a number of overlays. 



Broadcast & Capture 


These are the controls that were 
previously in the Game Bar, 
allowing you to take screen captures, record on-screen action, 
control an in-game microphone, and broadcastyourgame to 
Mixer, Microsoft's gaming broadcast service (similar to Twitch}, 
You can also view previous captures. 
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Adding Overlays 


By delay It, four or five overlays 
and controls will be active. You can 
choose to show several more by clicking the Menu button, on 
the thin panel with the time displayed in the middle of the 
screen at the top, adding the Overlay buttons to this panel* 
and then clicking on each to open the overlay. 
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Audio Controls 


As in many Windows 10 apps, there’s a 
search box in the top right. The search 
will pick up results from across the Store, whatever you 
search for. Here we’ve found a film we’d like to see. This page 
is roughly the same whether you’re looking at a game* movie 
or app. 
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Steps 


Once you have created one note, adding 
another is easy. Click the + button in the top left 
and another yellow blank note will appear. Repeat until you 
have enough notes. You can also right click on the icon in 
the taskbar and then New Mote or use the keyboard shortcut 
Ctrl + N. 


Step 7 


You don't have to stick to the default yellow colour 
note that you start with. Right click on any of your 
notes and then dick the menu icon at the top and you can 
change the colour to a variety of presets. This is particularly 
handy if you want to make certain notes stand out. 
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Stop 6 


You can move the notes around the desktop 
however you wish f even overlapping them if 
required. Your sticky notes will stay in the position you put 
them in, even when you shut down and restart your 
computer, as long as you don’t dose the software manually. 


Steps 


You need to keep the app open for your notes 
to remain on the screen but as tong as it is, you 
can shut down and reboot and the notes will remain on 
the desktop. To close notes, you simply need to dick on 
the trash icon in the top right corner. Close the last note 
and the software closes too. 



WINDOWS 10 ANNIVERSARY STICKY NOTES 


Windows Ink, available for the first time in the Anniversary 
update, brings the writing you do everyday into your digital 
world. Now, using a Windows 10 device, graphic designers can 
be more creative, musicians can write digital music, lawyers can 
ed it documents with the power of the pen and students can 
make mathematical equations and learn by writing. All of this is 
available to any wi ndows 10 user, but even more useful for 


* Qu ickly and easily take a note, sketch on a screenshot, or draw 
an idea. 

* Smart Sticky Notes help you remember common tasks like 
remindingyou of flight times or offering directions using Maps, 

* Key apps have new Ink-specific features, like using 
handwriting in Office, Ink annotations in Microsoft Edge or 
drawing custom routes in Maps, 
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Using the 
Sticky Notes Tool 


There are lots of Windows 10 apps for making reminder lists but sometimes you just need 
a simple note to jog your memory. There is a simple and often overlooked bit of software 
in Windows, that allows you to add sticky notes to your screen quickly and easily. 


Adding Sticky Notes 


The Sticky Notes software comes preinstalled with every version of Windows since Vista, although it has been 
improved slightly with each new release. 


Step l 


You can find the Sticky Notes software in the All 
Apps menu of Windows 10 or you can search for 
''Sticky Notes 11 using the search field in the taskbar. If you 
can't find it under S in the main All Apps menu, it might be 
within the Windows Accessories folder instead. Click to open 
the first note. 



You can now type out your note. This can be a 
simple ''Remember to call lan IJ , a shopping list 
(with the formatting added yourself) or any other simple 
note you might need. The note is not confined to the size of 
the original sticky note, with a scroll handle appearing if you 
reach the bottom. 


Step 3 



Step 2 


A blank Sticky Note will now appear on your 
screen, You will see that it looks just like a real 
Post-it Note, except the corners won't curl up and the glue 
won p t fa il C lick a ny w hereon the bod y of t h e note to ma kc 
the cursor appear, if it isn't visible to begin with. 


Step 4 


You can resize the sticky notes, to make them 
slightly smaller or quite a bit larger, by moving 
the mouse pointer over the corner or edge until a handle icon 
appears and then clicking and dragging to the required size. 
This is useful if you don’t want to scroll to see a longer note. 
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Desktop 



Change Your Desktop Icons 


If you use desktop icons such as This PC, your personal folder or Network connections, you can change those icons. You 
can even download complete icon packs online, giving your desktop a completely different feel. 


Step 1 


Open the Personalisation screen of the Settings 
menu and select Themes from the sidebar 
menu. You now need to look for the Related Settings option. 
In the Related Settings section, click on the link to Desktop 
icon settings. 


Step 3 


If you wish to do so, it is possible to choose 
different icons for these system tools and you can 
even download custom icons online. To change the appearance 
of the desktop icons, click on the icon you want to change and 
then dick the Change Icon button. 
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Step 2 


The window that now opens lets you choose 
which default icons appear on your desktop. 
The Recycle Bin is just about essential but the others, 
including Computer, Users Files, Network and Control Panel 
icons are optional. 


Step 4 


The icon chooser wi ndow that a ppea rs will look 
very familiar to veteran Windows users, since it’s 
essentially unchanged from Windows 98. Scroll through the 
gallery until you find an icon you like or use the Browse 
button to navigate to any icon pack you've downloaded. 


* Desktop Iron Settings 


Desktop leers 

Desktop eons 
riCorngulgr 
QUsei's Files 
I Network 


% 


[^Recycle Sin 
^jConlrol Panel 


■V 


Tins PC Russell Wa*e fclehwo* 


Recycle 0m 
{MW 


Recycle Bin 
(empty! 



Change Icon 

Restate Default 


[^1 Allow themes to change desktop icons 


OK 


Cancel 


Apply 


j Desktop Icon Settings 


Desktop Icons 

Desktop icons 
I ICornputer 
[~l User's files 
0 Nvtaoik 


M Recycle Bin 
_ Ccmlr<*l Panel 


9 

2 

# 




Russell Ware 

Netacwk 

Recycle Din 

Recycle Bin 




(tolff 

(empty) 


Change toon... Restoi* Defeun 


0 Allow themes Id change desktop icons 


OK 


Cancel 


Apply 


www.bdmoublicatiohs.corT] 93 


c ■ 
















































































Desktop 


Applying a Theme 


A theme can spice up your desktop significantly, adding animations, custom icons and mouse pointers. Here's how to 
apply a desktop theme. 


Step 1 


Once a theme is downloaded, you may need to 
open it to activate it. You can do this directly from 
the download interface that appears at the bottom of the 
browser window (showing download progress) or you can go 
to your Downloads folder, right-click on the file and dick Open. 


Step 3 


Themes downloaded from the Windows Store 
won't need to be activated in this way. You can just 
click the Get button on the theme page in the store and then 
view the theme in settings > personalisation > themes. You can 
switch between themes here just by clicking the thumbnail. 
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Animate 
AfL purtrirtivitf 

All tJ 

tOfnotrvg 

JlJj/fi! 

vi« 

•iiiir.t vflsmJt'rs 
acre & landscapes 
PtpittJli ilnwik 
From* tte# comniurrty 
B ribed: hem re 
l-'.irini-sjirii! IiIikiI uhuhIiiiI 
W _ .h custom sounds 

I I'.i'uirij .V ill|i,i|:«i'ii 


□(jtfl 

■'■KV*irf c* itw rrf* 

Ef-i-rt Irt ^ iii 


Desktop Themes on (he n 

#«o*4 " hemes be 4>c 

IQ Afi yt-.ur K i.’j . dftfl ■ lYiiU fcrv 


A tteflme is * osm# d dred 
[hemr click Dswilcad gr^thC" c 

dnfelofi. S#*-Mnu3njife/ryi7.ir K E 



BEACHES MMOPAMIC 

■3 irnM« ill threnf 



COMMUNITY SHOWCASE: 
AQUA i 

21 flrkHjt'i hi Itern’i^ 

r . >,u.. ■■■ i--' 





Screef’shuMi 


hfOule dte-u hkc 


Australian Landscapes by Ian Johnson 

J*rB C. 

****** 

Free 

HQI 

■ r*■***(xi h iiwh* k->. ■rv+^i mi 



Dre:i plicn 

frtfr 1 VM* ^PSnr^^l IM-i i -’*'*>*'* b 

Ibor rwgci aic Id fee trrt ■ DnUcp VUIacci cnh. 

A-vsilaH# an 

Q 


**«*<!»■ rtF'Jrlhp'npp*rt v 



IimhMdiul 


Step 2 


The theme will then be applied, and the first 
desktop wallpaper in the sequence will appear on 
your screen. Any colour profile changes will also be applied. If 
you want to manage the theme settings, head to Settings > 
Personalisation > Themes > Theme Settings. 


Step 4 


Each theme applied can be customised further 
using the options in the Themes section. You can 
alter the background, colour, sounds and even the mouse 
cu rsor of any theme, ma king it com pletely unique to you. 
When you have chosen the changes, you will need to click 
SaveTheme. 
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Disable the Lock Screen 


There is no setting to disable the lock screen completely but it is still possible to do by delving into the Registry. This is 
fairly advanced customisation, so approach with care. 


Step 1 


To access the Registry, press the Windows Key 
+ R, enter regedit, and then click OK. With the 
Registry open, navigate to HKEY_LGCALJUIACHINE\ 
SOFTWARE\Policies\Microsoft\Windows\. Right-click the 
final Windows folder and click New > Key. 




Step 2 


Name this new key "Personalisation" and then 
navigate inside it. Right-dick inside the right-hand 
pane and select New> DWORD (32-bit) Value. Name it 
“NoLockScreen” Then double click this new value and change 
the Value data to 1. Then dick OK and exit the Registry Editor. 
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Adding New Themes 

Themes can be added from a variety of sources but the best place to find them initially is the official theme page from 
Microsoft, or from the Windows 10 Store. 


Step 1 


You can access the current theme page in a 
couple of different ways, You can open the web 
browser and navigate to www.suopoit.micmsoft.com/en-ab/ 
themes, or Google "Windows 10 themes" Alternatively, open 
Settings > Personalisation > Themes and dick ‘Get more 
themes in the store 1 . 
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Step 3 


Each theme iis displayed with a thumbnail and 
the number of images supplied shown. The 
Microsoft theme page doesn't allow you to view all of these 
images before you download, you just have to base your 
choice on the title and thum bnail. Click Download on any you 
like the look of. 
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Step 2 


All of these actions should bring you to the same 
themes page. Be aware that all themes here will 
soon be moved into the Windows Store app. Themes are 
listed in a variety of categories down the side of the page, 
ranging from Featured Themes, to themes with custom 
sounds supplied. 
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Step 4 


D i fife re nt the mes w i ll co nta i n d iff e re n t a mo u nts 
of content. Some might only have a colour profile 
and a few desktop wallpapers; others might contain icons, 
colours, wallpapers and sounds. Even the simplest of themes 
is likely to be more than just changing the desktop wallpaper. 
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Desktop 


Lock Screen Customisation 


The lock screen can feature custom backgrounds with Spotlight Images, display app statuses, and even give you direct 
access to Cortana. 


Step 1 


The first thing to choose is whether to display 
one of your own images, a slideshow of i mages 
or something from Windows Spotlight If you choose either 
of the first two of these, more options will appear to select 
the images you want to use (single or multiple). 
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Step 4 


You can check how the detailed and quick statuses 
are displayed on your lock screen by letting your 
PC sleep or by pressing the Windows Key and choosing Sleep, 
Be aware however, that statuses may not show up straight 
away for things like Messages and Email. 





Step 2 


You will see that there are two separate sections 
for adding apps here. The section with the single 
app icon is the one which will display more detailed 
information and the section with seven icons/spaces for 
adding apps which will show quick statuses. 
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There are several other lock screen customisation 
options here. You can choose whether to display 
an image on the sign-in screen as well as the main lock screen 
and there are direct links to Cortana settings, where you can 
control how Cortana works on the lock screen. 
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Step3 


You can add as many apps as you wish here, up 
to the maximum of eight. To choose which apps 
have statuses displayed!, dick on one of the spaces and 
choose from the pop-up menu that appears. The menu for 
the detailed information space will be slightly shorter than 
for quick statuses. 
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The final two links take you to screen timeout and 
screen saver settings. The settings you choose 
there will depend on your personal preference and also on 
your computer location. Setting a shorter timeout means that 
your computer will be secure if you have to leave it. 
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Step 5 


Step 6 


If you opt for Slideshow, you will see some 
additional options to choose from. You can set 
the interval for the slide show from the 'Change picture every' 
menu and decide how you’d like the images to fit on the 
screen by clicking the 'Choose a fit’ menu. 
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Even if you set a background image, you can also 
change the colour of the actual desktop. Click on 
the Colours option at the bottom and choose a background 
colour. You can also choose a custom colour from a more 
detailed hexadecimal colour selector. 




By accent colours we mean the colour of the taskbar, the Start menu and the frames of new windows and so on, that 
you open on your computer 


Step 1 


Windows 10 now allows you to change the 
default Windows colour mode from light to dark. 
You can also choose custom colour mode, which will give you 
the option to choose light Windows and dark apps, or vice 
versa. Use the drop-down meu to select the mode. 
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Step 3 


If you prefer, you can also let Windows automatically 
match the accent colour to the current desktop 
image. This isn’t a perfect solution and works best if the 
desktop background image you are using is predominantly 
one colour. To do this, just tick the checkbox. 
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Step 2 


In both light or dark mode, you can further 
customise how Windows 10 looks by changing 
accent colours. This affects things like the toolbar of open 
windows, the tiles in the start menu and various other accents. 
Just choose from the colour swatch. 



Step 4 


You can choose where your new colou r accent is 
applied. You can set it so it changes the Start, 


taskbar and Action Center and the Title bars of windows. You 
can also pick one or the other, ora combination of all options. 
You can also make these elements semi-transparent. 
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Personalise and 
Customise the Desktop 


One of the most welcome features of Windows 10 is the return to the familiar desktop 
environment and there are many ways to customise it to suit your needs and tastes; 
including icon size, background image and colour scheme. 


The Desktop personalisation procedure hasn’t changed much since Windows 7, so if you've used that OS before this 
will feel very familiar. 


Step l 


You can get started with personalising the 
Windows 10 Desktop in exactly the same way as 
you did with Windows 7, For anyone completely new to 
Wi ndows, that means right-clicking anywhere on the 
Desktop screen and selecting Personalise from the action 
menu that appears. 


Step 3 


To select your own pictures for the background, 
dick on the Browse button and navigate to the 
folder containing the images you want to use. For best results, 
you might need to crop some of your pictures to the same 
aspect ratiowidescreen, as your monitor screen. 



Step 2 


The Background settings will be displayed first by 
default. Click the first drop-down menu to select 
whether to use the default backgrounds, solid colours or 
choose to display folders of your own images. Your choices 
here changes what is displayed in the background settings. 
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Step 4 


To set a picture as your Desktop background, 
simply click on it. It will instantly be set as your 
new Desktop background image (a preview will display). The 
screen shows you the last five images used or you can click 
the Browse button to choose a new one from your folders. 
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People 


Steps 


You can open the original (but updated) People 
app either through the People panel on the 
taskbar, or by clicking on it in the main apps list in the Start 
menu. To add a new contact manually to the People app, 
click on the People button, select the More button and then 
New Contact. 
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Steps 


The new People app allows you to pin a num ber 
of contacts to the right side of the taskbar for 
quick access. Click the People button and then dick "Find and 
pin contacts” A list of your contacts will appear in the panel. 
Scroll down until you find the contact you want to pin. 



steps 


The main app will open in a new window and 
you will be asked to choose and account to save 
the contact to: usually Outlook but can also include things 
like Gmail accounts, if you use one. You can then enter the 
name, phone number and any other contact details in the 
fields provided. 
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Step 9 


Click on the contact to pin it to the taskbar A 
separate window will also open, showing you 
the contact details. This is the windows that will open each 
time you click on a pinned contact. A well as the contact 
details, it also contains links to the main app, and options 
for unpinning. 



Step 7 


You can add a photo to your contacts, just like 
on a smartphone, if you have one to hand. Click 
the Add photo circle on the new contact creation screen and 
navigate to the photo you want to use. The default photo 
selection is the Photos app but you ca n browser to any folder 
you want. 


GmEil contact 


CoJIrrhor 


tii loir 




4- i j™ 


rv j> .fci v 



Step 10 


ShoulderTaps are notifications from 
contacts, from apps like Skype,that aninnate 
in the taskbar. To enable ShoulderTaps, go to Settings > 
Personalisation > Taskbar and scroll down to People. You 
can enable or disable ShoulderTaps and enable or disable 
Shoulder Tap sounds here. 
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Q Manage Your Contacts 

in Windows 10 


The People app has been a part of Windows 10 for some time but in the more recent update 
to the OS, it has had an overhaul. New features have been added, along with a brand new 
taskbar icon. Let’s take a look at this excellent way of keeping track of your contacts. 


The New People Button 


If you can’t seethe People button in the taskbar, and can't activate it in the action menu/you may be running an older 
version of Windows 10. Check your available updates. 


Step l 


After the newest Creators update has installed, 
you will see a small people icon on the 
right-hand side of the taskbar. If you don't see the icon 
(it looks like two people, one standing behind the other), 
right-dick on the taskbar and select "Show the People 
Button" from the action menu. 
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Step 3 


You may need to connect the apps before People 
will start checking for contacts. If an app is not 
already connected, but is available to be, it will have a link 
next to it: Click to connect this app. The app in question will 
open and it will be linked to People. Any new contacts in the 
app will be added. 



Step 2 


Click on the button and a new People panel 
will open. Click on the Get started button at the 
bottom of the new panel. Now dick on the Apps tab. This 
will show you a list of apps that the people app is currently 
pulling contact information from. It may include a pps such as 
Skype and Mail. 


Step 4 


The People tab in the panel will eventually show 
a list of regular contacts, or people you have 
Shoulder Tapped (or who have Shoulder Tapped you). Right 
now it will probably be empty and you can’t manually add 
people to this panel; although this option may Ibe added in 
the future. 
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Planning a Route 


Maps is great for checking out an area, looking around a city or just finding businesses local to you. It is also great for 
planning detailed routes. 


To start planning a route, click the Directions tab 
at the top left of the Maps wi ndow. A small panel 
opens with boxes for your starting and ending location. You 
can either type a destination or you can choose one from the 
list that appears below the box when you dick on it. 




Step 1 


Step 4 


The route is now shown on the map, with 
an estimated travel time readout above the 


destination. If alternative routes are available, they arc shown 
as a light blue line, with the main route shown as a dark 
blue line. Points along the route are marked, usually where a 
change of direction is needled. 



Step 2 


If you need to make detours or multiple stops 
along your route, you can dick the + button to 
add more destination boxes. Each one can have a destination 
in it, making up your complete route. When you view 
directions, each of the destinations you added is marked with 
a relevant letter. 



Step 5 

If you click Go in the directions pane, Maps 
switches to a satnav-style view and traces your 
ou continue along it. This is more for portable 
ich as phones and tablets that you could use for 
. in a vehicle. Click the Back button to return to the 
aps view. 
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Step 3 


Routes vary depending on whether you 
are driving, walking or need to take public 
transport. You can quickly flick between these options using 
the buttons at the top of the directions pane. When you 
have your start and end points entered and travel method 
chosen, click Get Directions. 
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Step 6 


You can also plan a route by drawing it. Click the 
Ink button and then the Directions tool in the 
menu that opens. Draw a line along the route you wish to 
take and Maps refines that into a proper route along roads, 
missing dead-ends, etc. You can save or share the route just 
as with any other. 
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Learn How to 
Navigate with Maps 


Boasting excellent mapping, great aerial photography, up-to-the-minute traffic and the 
ability to calculate directions by public transport, road or foot, the Maps app is one of the 
very best ways to navigate. New add itions make the Maps app even more useful. 







There are few controls in the Maps app but they allow you to do a lot of things very easily. Let’s take a look at how you 
move around in the app. 


Stepi 

The easiest way to move the map around is to 
left-click and drag it and use the mouse wheel or 
slider to zoom in and out. This allows you to move 
iround to focus on the area you need. If you are 
it out of the map, double-dickingthe mouse zooms 

trackpad: 
the mape 
zoomed f 
in quickly 
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Step 3 


Clicking on things like Saved Places or 3D Cities in 
the top control bar, tabs will line up alongside the 
permanent Search and Directions buttons at the top left of 
the window. You can then dick on them at any time to see the 
information contained in each pane or tab. 





Maps has a dedicated control panel on the side 
of the window containing, from top to bottom; 
Rotate, hold pointer on it to see; Tilt, hold pointer over to see 
options; Show Location; Map Views/Layer; and Zoom in and 
Zoom out. You can also tilt by holdingthe right Mouse button 
and moving up and down. 


Step 4 


Right-clicking on the map brings up a small 
action menu. This lets you set a To location, a 
From location (for planning a route), add a new destination 
and drop a pin in a specific location. When you drop a pin, a 
new window opens allowing you to search for things at that 
location, add favourites and more. 
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Explore the 
Powerful Maps App 


Just like Google, Microsoft provides its own Maps app. This incredibly useful tool not 
only shows you a 2D map of anywhere in the world but also lets you see a satellite view, 
traffic information and even view major cities in 3D. You can even draw or write on top 
of maps. 
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From personalising core apps 
like Cortana to installing 
alternative browsers and setting 
up dual monitors on your PC, 
this section will show you some 
of the many ways you can take 
control of your Windows 10 
computer. If you want to get 
more from your PC, this is the 
place to look. 
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E Sharing to 

Nearby Devices 


Nearby Sharing lets you share your videos, photos, documents and websites with people and 
devices close by, over Bluetooth or Wi-Fi. Useful if, for example, you’re in a meeting with 
colleagues and need to quickly send them a report you’re looking at on your screen. 


Nearby Sharing 


Share your files quickly with Nearby Sharing: your computer automatically picks the fastest way to share your file or 
webpage, either over Bluetooth or Wi-Fi. 


Step l 


To enable Nearby Sharing, open Settings and click 
on System. Now click on Shared experiences and 
turn on the Nearby Sharing toggle switch. If you have not yet 
applied the Windows 10 Spring/April update, you will need to 
do so before you can view the Nearby Sharing option here, 
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Step 3 


if there is a nearby device available, it will be 
shown in the share menu that pops up. You 
will need to know the name of the device you want to share 
to. Once you select the device, the other user will see a 
notification asking them to accept the transfer. This will time 
out in a few seconds if not accepted. 



Step 2 


You can also activate Nearby Sharing from the 
quick actions menu in the Action Center. You ca n 
send any video, photo, document or webpage viewed on 
Microsoft Edge to people or devices nearby by clicking on the 
share icon in the top right corner of the app or right-clicking 
to view the share menu. 
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Step 4 


By default, transfers will be stored in the 
Downloads folder but you can specify another 
folder or another drive very easily. Open settings and click on 
system > shared experiences. Under 'Nearby Sharing 1 , look for 
the 'Save files I receive to’ option and click the Change button. 


■w C» Hi'dh Ifii K 


* 

* -iW*Cfc ITfffl 
W Ldic: y 

Jr f I 

, J .| * 

r Ptan™ 11 

t w n*. i 4 I 
IttMP.thcjfac-- 

s CifTrm «Hi 

r - Or-:: p.n-r^ 

4 , D>dH 


Fssdtfi (71 


IDCLiKll 




I m 

S' 

a 


I'fsitti 3M ■: . ti I2l 




© AtKnil 


P 

o 


k> 

h 






Share across devices 

Irt. i|i|r, .jfi 00 iIivk hr.. i.i!iik| mki-d 5h.1T. m l ULlrl,l 
Jnd Ufi «ir wtwj 

I rah '■J - -'" OF Tr+te* inn 


My 


SO www.Mmnublicaliom.com 

























































Skype 


Steps 


Select your friend from the search results, 
assuming you can see them in the list, and 
dick Add to Contacts, Type a quick note to introduce yourself 
and then click Send. They will receive a request from you, 
along with the message and can choose whether to accept 
you or not. 



Steps 


If you wa nt to make calls to contacts not using 
Skype (you can make calls to mobiles and 
landlines too), you will need to add some Skype credit. To do 
this, click on your profile picture in the bottom left and click 
the 'Add Skype credit' link. 
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Step 6 


You can select any contact from your contacts list 
and then either instant message them or start a 
voice or video call. If the contact you dick on has Skype, the 
call option buttons will appear in the top right corner of the 
window. Click the relevant button to start a call. 
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Step 9 


Skype also now includes Bots. Bots a re artificially 
intelligent programs that can do many useful 
things like search for news, summarise webpages, play games 
and more. You can start chatting with a bot just like you chat 
with friends, just choose a bot and click Get started. 
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Step 7 


Skype instant messaging makes it easy to keep 
in touch with your contacts and groups wherever 
they are. You can share files, photos and contacts. To instant 
message one of your contacts, select their name and start 
typing at the bottom of the main window. 




Step 10 


Bots vary in how useful they are but some are 
well worth taking a look at. Take the Bing News 
bot for example. Add this and then type a word ("Crime” for 
example) in the conversation window. The bot will return 
news stories based on that subject. 
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Making Calls with 
the Skype App 


Skype is now a much bigger part of Windows 10 than it once was, and has its own app that 
comes pre-installed with the OS. Getting to grips with the different tools in Skype is fairly 
simple but learning how to use it more efficiently and easily takes a little more time. 


Install and Use Skype 


Recently updated, Skype has now been turned into a proper Windows 10 app and follows the Windows design style 
more closely. 


Step l 


Skype has a dedicated Windows 10 app and this 
may be preinstalled on your Windows PC but you 
might need to download it from the Windows store. You can 
also download Skype directly from www.5kvoe.com as well as 
check that you have the latest version available. 


Step 3 


The Skype window should now be open onscreen. 
The default view is the Recent conversations 
screen but this may be completely empty if you are new to 
Skype. The first thing you need to do as a fresh user, is to begin 
adding contacts. 


to*™***- 1 * -hr 

Use ore 5kype account ctross all your deuces 

D □ « 


Ifcriu 



Bkypefof Windows 

L» IM r WVM ‘K NWI Hr P4J4W 



_ 


1 * 4 # ar-4-*4K--uil #»¥#•■" 

s * 1 jr*T.i- | a* p hfil v at#- Kr jiisf rfc'ii'i 

* rrinjwnff 

* ' rirt |-*j LM R vi Wlllpl b r» h-pM 


IVWllil 'Ifl I 
» mm-w -sinrhu 


•1^ *-* 

mar 

er 

as 


iirvmii 


:l!o Russel: Wirt 


A 

»-+ -■* ^ 

m _ 

jflBu \i 'fc 


O 

o 


Find friend* ard family 




l m ■rr^Hi vibwi 


Step 2 


Once installed, you will need to sign in to the 
Skype app, If you already have a Skype account, 
which is completely free to set up, just enter your login details 
when prompted. If not, you can go to wvjwJogin.skype.com 
and create a new account in just a few minutes. 
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Step 4 


Click the Contacts button (2nd button down from 
the top) and either select the add contact icon at 
the bottom of the sidebar or dick directly in the search text 
box and type the name, Skype name or email of the person 
you want to add. Click Search Skype. 
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Steps 


When the installation is complete, dick on the Pin 
to Start option within the notification that pops 
up. WhatsApp can now be located by clicking on the Start 
button, ifs in the groups section, and right-clicking lets you 
move, resize and unpin the app accordingly. 



Step 8 


The auto login feature takes a few seconds 
and you may get a notification on your phone 
indicating a successful login from your Windows 10 PC With 
the WhatsApp window open, you can browse through your 
chats using the left-hand pane, while the chat contents are 
displayed! in the right pane. 
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Step 6 


Click the app's tile to open WhatsApp. The app 
window opens with a generated QR Code, which 
can be scanned in by WhatsApp on your phone. This process 
matches the account and automatically logs you into your 
own WhatsApp profile. 
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Step 9 


There are numerous options along the top of the 
app. The three horizontal dots represent further 
setti ngs that can be applied either to a chat, user or you r own 
profile. The icon in the top left of the WhatsApp window is 
your own profile and from there you can upload a new profile 
image and edit your personal visibility in WhatsApp. 
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Step 7 


You need 
to open 
WhatsApp on your 
phone, then tap on the 
three vertical dots in the 
upper right, followed by 
WhatsApp Web. Point the 
device’s camera at the QR 
Code and the auto login 
process will start. If the 
QR code isn’t recognised, 
you may need to wait a 
moment for a new QR 
Code to be generated. 
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Step io 


WhatsApp on the Windows 10 desktop provides 
limited Functionality compared to what's 
available in the mobile version. However, you can still create 
new chats and groups and update your status as you would 
when using the app on your phone. 
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Using WhatsApp 
in Windows 10 


At its heart, WhatsApp is simply a free to use cross-platform instant messaging service but 
to Its many users the app is much more than just a means of keeping in touch, in just ten 
years, WhatsApp has grown into one of the most used messaging apps available. 


Set Up and Use WhatsApp 


With an audience of over 1.3 billion and growing, WhatsApp shows no sign of slowing down, Here's how to install 
and use it via the Windows Store. 


Step l 


You need 
to install 
WhatsApp and create an 
account on. your phone 
before you can use it. The 
app has been developed 
for Android, SOS and 
Windows Phone. Tap the 
Store icon on your phone, 
searching for WhatsApp. 
Tap the correct search and! 
you Ye taken to the relevant 
page on the Store. 
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Step 2 


With the 
WhatsApp 
page on the Play Store 
open, tap on the Install 
button and the process 
with begin. Some phones 
already have a version of 
WhatsApp preinstalled by 
the manufacturer. You can 
see if yours is one such 
device as it displays Update 
and Open buttons. From 
here it's recommended to 
tap Update. 
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Step 3 


Once the 
update or 
install has finished you 
will be left with an Open 
button and Uninstall if 
you prefer to remove it; 
you may not be able to 
remove a preinstalled 
version though., Tap Open 
to launch WhatsApp. 

Now follow the on-screen 
instructions to begin the 
set up of WhatsApp, using 
the phone's number to pair 
the app with the device. 
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Step 4 


Once you’ve installed WhatsApp and set up 
an account on your phone, you can turn your 
attention to the Windows 10 app. Open the Windows Store 
and search for WhatsApp Desktop. When the app’s page loads 
up, dick the Get button (if your PC doesn't already have it) to 
begin the installation. 
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Facebook 


Steps 


Click the Start button, if you decided to Pin to 
Start, as in the previous step, you can now see 
that Facebook is available as a tile within the Groups section. 
This allows you to right-click the tile and opt to resize, turn off 
live tiles, move, unpin from start and so on. 



Step S 


If you don’t already have the Location feature 
enabled within Windows 10, you will receive a 
notice when you log in to Facebook via the app. It's up to 
you if you want to enable this feature. Clicking OK will 
remove the notification but leave the Location setting in 
Windows 10 unchanged. 
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Steps 


Naturally, the next step of the process is to single 
left-dick the Facebook ti le to launch it. When 
launched, the app requests your Facebook user details to log 
in; enter them into the boxes provided and click the Login 
button. If you don’t currently have a Facebook account, click 
on the Sign up for Facebook link. 



Step 9 


if you wa nt to enable Location for Facebook, click 
on the Start button and enter Location into the 
search. Click on the Location Privacy Settings result and then 
enable the Location feature and even specify which apps 
have access to your precise location. 


• Hrirf* 


L ix #1*00 


HT4 W i iflJ 

tttr 


*■ L<U1Utf#3 
jf Cerium 

3 CfaM 

5- 

*7 S-ri-l 
□ Ira 

P —— 


-•Jpy "Ml farT'-^'C'H'W 


^hon* apfii lh |i trill uh yp_r p'kjh *.»• 

m 
□ 
m 

m 

m 

o 
□ 

H i4nrrtE#rr 

liniv vHMAhiM 


Step 7 


Clicking the Sign up for Facebook Link wilt open 
your default browser to the Facebook Create an 


Account page. Enter your details and take a moment to view 
the company’s current Terms and Conditions, along with the 
Data Policy. When your account has been set up, you can dose 
the browser and return to log in at the app. 



IMHf 

u- * r*. ■ 


Rsfe-aiS Umt 

fcMg-I-HB-r- --r* i-Pi 



WMW 


^ A li ■* tWal 


Step 10 


The Facebook app presents a slightly more 
compact view than that of the web-based 
version. Current online friends are listed down the right-hand 
side of the screen, while your News Feed and groups are Listed 
down the left. There’s the search bar along the top, with friend 
requests, messages, notifications and your profile settings. 
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Using the Facebook 
App in Windows 10 


Like it or not, Facebook has changed the way we communicate through social media. 
Since the company’s launch in 2004, the platform has had its fair share of positive and 
negative media. With over 2.2 billion monthly active users, Facebook is here to stay. 


Be Connected. Be Discovered. 


If you prefer not to visit Facebook via your browser, the Windows Store has a specially developed app for both PC 
and mobile platforms that's just as functional as the web-based interface. 




Step l 


First, open the Windows 10 Store, In the Search 
box, located in the top right of the Store window, 
type Facebook. The first option available, labelled App, is what 
you re Looking for. Simply click it to be taken to the Facebook 
app page in the Store. 
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Step 3 


Scroll back to the top of the Facebook app page in 
the Store. To install the app on to your PC, simply 
dick the blue-coloured Install button. This will initiate the 


download and installation process. The Facebook app weighs 
in at around 140MB, which isn’t too hefty for a modern app, 

4~ NLmmMkm 



The Store front details the specifics regarding 
the app you’re currently viewing, Facebook in 
this instance. Scroll down through the app’s page to view a 
description, any updated information, system requirements, 
additional information and what functionality the app uses* 
in case you’re concerned over privacy and such. 
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Step 4 


Once the installation process is complete, you 
receive a brief notification in the bottom right 
of your Windows desktop. There are two options available 
from the notification, Launch and Pin to Start. While you can 
Launch the app right away, we recommend clicking Pin to 
Start. This will place the app in the available Groups from the 
Start button, 
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Email 


Spelling Options 


Before you send an email, you 
can always spell check it - this is 
integrated into Mail under the Options tab. You can select the 
language you need (you might be emailing a hotel in France 
so using French, for example) and correct any spelling errors 
as you go. 


Change Zoom 


If the text in emails is too small for you, 
you can zoom in to your messages - 
again, this is also accessed through the ■■■ menu. A handy 
keyboard shortcut for zooming in is Ct:rl-+ to zoom in or use 
Ctrl and - to zoom out. This actually works in most apps, 
including many web browsers, too! 
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Email Menu 


As well as the basic reply, reply all, 
forward, archive and delete commands 
at the top of each email, there's also this extra menu - just 
click the button. You can move to the next email or 
previous message if you want to do that, but crucially you can 
also move your email into a folder. 
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Right-Click 


Even if you're not actually looking at a 
particular email, you can still perform 
numerous actions on it. You can right-click on emails to move, 
archive or delete them or mark them as read/unread. If you're 
deleting emails, you can also just select them and use the 
delete key (we find this is actually the easiest way). 
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Move Folder 


If you chose to move your email in the 
previous step, you'll see this browser 
view which enables you to add your email to an existing 
folder You can always create a new folder for storing emails 
in particular categories. If you just want to remove your email 
from the inbox but still keep it, use Archive. 
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Print it Off 


From this menu you can also print off emails 
- this will open the now-standard Windows 
print dialog box which is now black (presumably to make the 
predominantly white print preview stand out). You can select 
to print off the whole email or just the first page, as well as 
browse through the pages using the controls at the top. 
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Email 


Edit Text 


As well as just writing simple plain text 
emails, there are plenty more editing 
functions in Mail, which well check out in the next few steps. 
Using the Format tab at the top of the editing window, you 
can change selected text - here we've used bold to highlight a 
particular phrase. 
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More Text Options 


As well as styles. Bold. Italic and 
Underline, there are other ways 
you can make text stand out or add emphasis. As in Word, 
you can have subscript or superscript text or add highlighting 
(quite usefu l for qu ick editing of paragraphs in emails]. 

Finally, you can clear the formatting of any selected text. 
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Apply Styles 


There are also various pre-defined styles 
you can apply to text - useful if you're 
writing a Long email and you need to have sub-head ings or 
headlines in the text. These work very similarly to styles in 
Microsoft Office; styles that you might use for a report or essay. 
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Change Colour 


You’re able to easily change the colour 
of the text in your email and, while you 
still have a limited range to choose from, you Ve still got a lot of 
choice (far more than in many other apps, anyway). Strangely 
Windows chooses to take most of these colours from your 
current Windows theme. No, we're not sure why, either. 
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Define Styles 


You can browse through these styles 
using the drop-down arrow next to the 
style selection box. As well as fairly standard styles, there 
are some other ways you can get text to stand out including 
quotes and what are called Intense’ styles, which place 
quotes in between parallel Lines to encourage reading. 
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Inserting Images 


As well as the button to include 
attachments, the Insert tab features 
a Picture button so you can insert an image into your email, 
as opposed to just sending it as an attached file. Once 
inserted, you can select it with your mouse and adjust its size 
(drag the corners as you can see here). 
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Email 


Google Accounts 


IF you 1 re a d d i n g a Go ogle accou nt, 
you’ll get this somewhat fa mi liar 
pop-up appearing inviting you to enter your username and 
password. If you have Google's two-step authentication 
enabled, you'll get a text message to confirm your identity 
and you’ll be asked to enter it. 


Writing a Mail 


There's also a Refresh button as well 
as a Select mode, so you can select 
various emails (with a view to moving or deleting them]. Mow 
we've clicked the Forward button along the top to forward 
this email. As you can see, this has created a draft under the 
original email on the left. 
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Microsoft Accounts 


As we said before, normally 
your Microsoft account will 
have already pulled in automatically. If not, you can add it 
manually. Just enter youremail address and password. If you 
don't already have a Microsoft account, you can set one up 
from here by clicking the lin k and following the steps. 


Add your Mfciosoft account 
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insert Attachment 


Emails are 'grouped' like this in 
Mail, meaning that if you and a 
friend have a conversation, all the emails will be grouped 
together so that they're easy to retrieve. You'll notice we’re 
still composing our email here, and we’ve clicked the Attach 
button to select an attachment. 
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Your Inbox 

Here's your inbox! Your email list is shown 
on the left, with the contents of each email 
e right We have three new emails here, 
he blue colour. You can also search for any 
? search box at the top - this works much 
an in older apps. 
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Sent Mail 


This is what a sent mail looks like. As you can 
see, it J s now 'nested' under our original email 
and the sender is me (or you). You Ye able to look at just sent 
items in your folder still, and we’ll show you how to do that in 
a few steps. 
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The Windows 10 new email client is a lot different from previous apps such as Outlook 
Express, It's a relatively recent idea for you to have all your emails in one place, whether 
it’s your work account, a Hotmail or Outlook address or email from Gmail. 


Meet Your New Email Client 


Mail has been completely redesigned for Windows 10 and is wholly unrecognisable from the Windows S equivalent 
(that's a good thing). But even with these improvements, it still needs a bit of tweaking before it comes into its own. 


Welcome 


As it says here, the idea behind the Mail app 
in Windows 10 is to gather all your emails 
together in one place to “simplify life a bit". The app is quite 
clever in how it handles email and it certainly differs to older 
apps such as Windows Live Mail and Outlook Express. 


Account Type 


If you click Add Account, you can add 
accounts from many popular providers 
including Google, Yahoo and Apple’s ICloud. You ca n also set 
up other more specialist accounts if you have the details. 
Finally, there's also an option to add a Microsoft Exchange 
account if your workplace uses that (including Office 365), 



Default Account 


If you signed into Windows 10 with 
a Microsoft account* the Mail app 
will automatica lly pull this in if it's enabled for email As you 
can see, you can also click Add Account if you have other 
email accounts you want to add (this can be from basically 
anywhere as long as it’s your account). 




Advanced Set-up 


If you need to select the Advanced 
Set-up option, you can choose 
between the type of account you’re setting up. Usually 
you’ll select the internet Email option - this includes 
accounts that use the POP3 or IMAP protocols to retrieve 
email [if your provider gives you the choice of which of 
those to use, select IMAP). 
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CUSTOMISE MAIL 


You can customise how the Email app looks in a number of 
ways, from simple changes like choosing between a light and 
dark theme, to setti ng the overall colour and changing the 
background image for the app. To personalise the Mail app, 
click the Settings button and select “Personalisation". 
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:y and Privacy Controls 
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Google 





This monlh. wH're updating our Privacy Policy to make il easier Tor yOu 10 
understand; wtial informal™ we coHert and why we collect it. We've ai&o taken 
steps to improve our Privacy Checkup and other controls that we provide to 
safeguard your data and protect your prrvacy. 

iNotnmg js changing about your current settings or how your information rs 
processed Rather we've Improved the way we describe our practices and how 
wh explain the options you have lo update, manage, Eucport and delete your 
data 

We're making these updates as the General Dala Protection Regulation (GDPR) 
takes effect across ire European Union. Designed to harmonise privacy laws 
across Europe, trie GDPR refines the transparency rules for how companies 
describe their dala processing we're making some required updates to our 
Privacy Policy, and we're taking the opportunity to make improvements for 
Google users around the would 


Message Options 


In a row along the top of the main 
message window are the message 
options. These include Reply, Reply All, 
Fo m ard, Archive and Delete emails; 
more options can be seen by clicking 
the Menu button to the right. The 
message options only appear when 
viewing a received message. 


Message Tools 

Roll over or click on any of the 
messages in your inbox, sent items 
or drafts folders and three icons will 
appear. These let you quickly Archive, 
Delete or Flag any message d irectly in 
the folder panel. Archived messages 
can be recovered at any time and 
returned to the inbox if required. 


Main Message Window 

When you start a new email or select 
an email in one of the mail folders., 
it will appear in the main message 
window. As you would norm ally, you 
can scroll down to view all of the 
messages shown. You can roll over the 
address in the To: field, to see more 
contact details. 
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Taskbar Icon 


Whenever you open an app in 
Windows 10, a highlighted taskbar 
icon will appear at the bottom of the 
screen. This makes it easy to switch 
between multiple open apps, or to 
quickly see which apps are currently 
running. You can pin your most used 
apps to the taskbar by right-clicking 
and selecting Pin to taskbar 
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Explore the Email 
App in Windows 10 


Long gone are the days of Microsoft Outlook Express being included with new releases of 
the OS, replaced instead by the Microsoft Mail app. This app first appeared in Windows S, 
was vastly improved in 8.1 and has now been improved yet again for Windows 10. 
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Step 6 


Step 5 


Sometimes you might want to make sure a folder 
doesn't show up on a device for privacy reasons. 

In the One Drive Activity Center, select the Settings gear. Next 
to the location where you want to choose folders, click Choose 
folders. Clear the check box next to the folder you want to 
keep off this device. 


When you delete an online-only file from your 
device, you delete it from your OneDrive on all 
devices and online. You can restore deleted files and folders 
from your OneDrive recycle bin on the web for up to 30 days. 
If you delete a locally available file, it also appears in your 
device recycle bin. 



On-Demand Files 


Once the Files On-Demand is set up, you can access everything from within the File Explorer in Windows 10. You can also 
access them through the OneDrive taskbar icon. 


Viewing Files 


When you turn on Files On-Demand, you 
see all your files in File Explorer and get 
new information about each file. New files created online or 
on another device appear as online-only files, which don’t 
take up space on your device. When you're connected to the 
Internet, you'll be able to use the files like every other file on 
your device. 
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Locally Available Files 


When you open an 
online-only file, it downloads 
to your device and becomes a locally available file. You can 
open a locally available file anytime, even without Internet 
access. If you need more space, you can change the file back 
to online-only. 



Online-only Files 


Online-only files don't take up 
space on your com puter. You see a 
cloud icon for each online-only fi le in File Explorer but the file 
doesn’t download to your device until you open it You can 
only open online-only files when your device is connected to 
the Internet. 
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Piles 



Only files that you mark as 
Always keep on this device’ 
have the green circle with the white check mark. These files 
will always be available even when you're offline, They are 
downloaded to your device and take up space. 


Always Available Files 
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OneDrive - Using the 
Files On-Demand Tools 


With Files On-Demand, you can access all your files in the cloud without having to 
download them and use storage space on your device. All your files, even online-only 
files, can be seen in File Explorer and work just like every other file on your device. 


Using Files On-Demand 


Files On-Demand allows you to access your storage in a much easier and more efficient way, treating cloud-based files as if 
they are on your PC, 


Step l 


First, make sure you are signed in to OneDrive on 
your computer. Right-click the white OneDrive 
cloud icon in the notification area, at the far right of the 
taskbar. If you don't see the OneDrive icon on the taskbar, 
dick the 'Show hidden icons 5 arrow, also at the bottom right 
of the screen. 


Step 3 


You can now open your OneDrive folder to begin 
checking how your files are currently stored, 
and to change the status of any you want to move offline or 


online. You will see the files and folders on OneDrive now have 
symbols attached to them, showing you their current status. 






Step 2 


You should see a panel pop-up asking if you want 
to turn on Files On-Demand. If so, dick the blue 
button and wait whilst OneDrive sets this up. If you don’t see this 
panel, click Settings from the OneDrive action menu, click the 
Settings tab and then check ‘Save space and download files.. 



Step 4 


To mark a file or folder for offline use or as 
online-only, right-click on it and look in the 
action menu for 'Always keep on this device 1 or Tree up 
space’ depending on what you wish to do. If you mark a 
folder as‘Always keep on this device 1 , new files in that folder 
are set as always available files. 
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Steps 


When you use the app more, it will learn the 
types of music you like to listen to and display 
more of that type (or similar) on the radio screen. You can 
also create your own radio station by clicking the Create 
button at the top and searching for artists or genres you like. 



Step 8 


If you are browsing albums, you can click the 
green Play button at the top of the list of tracks. 
This will begin playing all music in the album, or within the 
folder that is being viewed. Right-click on any song title and 
you will see more options, such as viewing other songs from 
that artist, or opening a radio. 
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step 6 


Music you have downloaded or bought, and any 
music stored on your computer, will appear 
under the Your Library heading in the left sidebar. You can 
view all of th is music by song, albu m , artist, recently played, 
etc. Clicking Local Files will display only those songs actually 
stored on your PC. 



Step 7 


To play any individual song in your library, 
simply find it in one of the lists, move the mouse 
pointer over the song title and click the Play button that 
appears. You can also select the song and then use the 
playback control panel at the bottom of the Spotify window 
{this is a Iways displayed). 
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Step 9 


You can create your own playlists in Spotify, 
containing any selection of songs you want. 

Click New Playlist in the menu on the left, give your playlist a 
name and dick Create, It will then be displayed in your library 
and will also open within the main window, prompting you to 
add music. 



Step io 


To add songs to your playlists, find a song in 
your library and right-click on it. From the 
action menu that appears, click Add to Playlist and then 
select the playlist you want to add it to. If you have Spotify 
on your phone or tablet, your created playlists will show up 
there as well. 
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Listening to Music 
with the Spotify App 


Recently, Microsoft announced that Groove music would be completely replaced by Spotify 
in Windows 10. Spotify is an extremely good music playback and discovery app, so this is 
definitely a good move. Let’s take a look at using Spotify in Windows 10. 


Exploring the Spotify App 


The free version of Spotify offers a great selection of features and access to [oads of music. However, if you want an ad-free 
experience, you will need to buy a premium account. 


When you first open the app, the browse screen 
will be displayed. Here you can see new releases, 
charts, albums, podcasts and other media to stream and buy 

A premium account will allow you to listen to almost 
everything you see here, and elsewhere within Spotify.. 
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Step 2 


If you have used Groove Music before, the layout 
and controls of Spotify should be fairly familiar. The 
main areas of the app (music store, radio, local files, etc.) are 
accessed by using the menu on the left-hand side of the main 
window. The playback controls are always along the bottom. 



Step 4 


Click the radio link in the left sidebar and you can 
see a selection of digital radio stations to listen to. 
These will be a random selection of music by different artists 
and different genres. Just roll your mouse over a radio station 
and click the Play button to start listening. 
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Photos 


Step 3 


If you need to straighten the image^ you can do so 
using the handle to the right of the photo. Dickon 
this and move your mouse up or down to carefully rotate the 
image in small amounts. As you do this, a grid appears to help 
you line up the photo. Click Finished when done. 



Step 6 


The tools in the Adjust tab allow you to tweak the 
Light, Colour, Warmth and Clarity of an image. 
You can also use a slider to apply a Vignette (lighten or darken 
the edges of an image). Just use the sliders to adjust any of 
these effects until you are happy with your image. 



Step 4 


Moving down the main edit toolbar you will see 


the Enhance button. You can click this to let the 
software make changes and improvements to the image 
automatically. You will see the image change slightly, and you 
can then use the slider on the button to Increase or decrease 
those changes. 




Step 5 


You can, of course, apply enhancements yourself. 
Below the Auto-enhance button are the photo 
filters. Click on any of these to see the changes applied to 
your image. You can apply a filter and then adjust its effects 
by clicking on the Adjust tab at the top of the toolbar 



Step 7 


At the bottom of the Adjust tab are Spot Fix and 
Red Eye tools. Click Spot Fix and the cursor will 
change to a blue circle. Place this over the part of the image 
you want to fix and click. The software will try to match the 
location of the spot to the scenery or colour around it, 
hopefully removing it. 



Steps 


The Red Eye tool works in a similar way. Click the 
tool and move the circle cursor over the red part 
of your subject's eye and zoom in if you need to. The tool will 
try to take the red out of the image and match it to the 
surrounding colour. The results are usually very good. 
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Photos 


Drawing on Images 


The Photos app in Windows 10 allows you to draw or write on top of your images, as long as you have installed the 
Anniversary update, and then save them as a completely new file. 


Step 1 


Open the Photos app and select your image (or 
double dick an image to open it in Photos if that is 
the default app). Along the top of the image are several 
buttons, dick the Draw button to begin editi ng your image. You 
will see a new set of buttons and controls appear at the top. 



Step 3 


The contextual menus allow you to change the 
colou r and the thickness of the pen or pencil tools. 
When you have picked a style, colour and size, you can begin 
to draw or write over the top of your image, The drawing tool 
in Photos works best with a touchscreen PC, of course. 




Step 2 


From left to right, these buttons allow you to 
draw/write in pen style, pencil style, calligraphy 
style, erase, switch out of touch writing mode, save your file, 
share your file, and exit drawing mode, If you dick on any 
button andi see a small arrow, click again to open a contextual 
menu for it 


Step 4 


Once you have completed drawing or writing on 
your image, you can save it. If you want to retain 
the original image, change the name of the edited image in 
the save dialogue box before you finish. If you click on Share, 
a list of sharing possibilities will appear to choose from. 
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Editing Images 


The image editing tools in the Photos app have been improved and; added to in the Anniversary update, including the 
addition of preset filters and effects. 


Step 1 


Open your i mage in Photos and click on the Edit 
button at the top right of the screen, If you had 
the Photos app running in full screen, the image will be 
shrunk down slightly to fit the new toolbar, down the right of 
the of the editing window. 



Step 2 


Starting at the top of the editing toolbar, you 
have the Crop and Rotate button. Click this to see 
further options for managing the aspect of your image. You 
can choose a preset aspect ratio, or drag the handles at the 
comers to crop to a custom shape. 
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Photos 


Steps 


You can also choose where Photos should look 
for images here. Your own Pictures folder, plus 
Windows" public Photos folder are automatically included; 
but it's realty useful to be able to change this if you store you r 
images somewhere else, perhaps an external hard drive you 
always use. 
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Step S 

You can also copy your photos and images into 
another app or File Explorer window. To do this, 
photos you want, then click the Copy button in the 
ie old Ctrl-C keyboard shortcut works too). You can 

3 the photos wherever you wanton your computer. 

select the 
toolbar (tl 
then past 

□ X 

Clin# Stun: Tj°\ AdJlu-dlbum (j£j Copy [gf C«lt:Le 



step 6 


Back to the Photos Collection. You Ye now going 
to use the Select feature, found in the menu at 
the top right. This enables you to select individual or multiple 
images. You'll see the top menu bar has now changed, while 
each image has a tick box appear on it. Click it to choose the 
images you want. 
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Step 7 


The Photos app allows you to do several things 
with your photos and images. The first is to 
email them. Select the images you want to send and click 
the Share button in the toolbar. The share options window 
will open, allowing you to choose how to share the images, 
includi ng Mail. 
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Step 9 


To delete photos, select them as detailed 
previously and click the Delete button in the 
Toolbar, You will see a pop-up to confirm you want to 
continue with the action. Deleted photos are moved to the 
recycle bin anyway, so you have a chance to retrieve photos 
deleted in error. 
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Step 10 


The final tool in the Select toolbar is the Add 
to Album button. This adds any images you 
have selected to either one of the auto-created albums, or 
to an album you create for the purpose. Click 'Create new 
album' in the popup window, give it a name and then click 
'Create album 1 . 
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m How to Manage and 
mI Edit Your Photos 


The Photos app was first introduced in Windows 8 but it wasn’t the best experience when 
compared to most third party apps. In Windows 10 it has been improved, with better ways 
to browse photos and a lot more editing options to make the most of your images. 


Managing Your Images 


The Photos app has seen some useful improvements over the last few years and is actually very powerful now. It doesn't 
offer the flexibility of an app like Photoshop Elements, but it does a lot of simple edits very well. 


Photos shows all of your images in a scrolling 
timeline of images, like we're now used to seeing 
on many smartphones or tablets. This is called your photos 
Collection. You can click on any image to get a full-window 
view and then click the Back arrow in the top left corner to 
return to the main list. 


Step l 





Step 3 


lfyou J re signed into Windows 10 with your 
Microsoft account, you’ll also be signed in 
automatically to the Photos app. The benefit of this is that 
photos stored on OneDrive also appear in Photos. You can 
auto-upload! photos from the OneDrive app for your phone as 
you take them. 
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Step 2 


Albums is a completely automated feature. If you 
have an iPhone or iPad, you may have seen 
Apple's Moments feature; this works in much the same way. 
Albums gathers together groups of photos you took around the 
same time, so you can easily look back through them later. 
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Step 4 


Photos settings, click the 
More button at the top 
right, lets you choose 
whether the Photos a pp 
automatically enhances 
badly exposed photos as 
well as whether you want 
the app to show duplicate 
images as one file; say 
you saved a photo twice 
or imported it twice 
without realising. 
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Photos 


Importing to the Photos App 


The Windows 10 Photos app is a great tool for importing photos from a phone, tablet or camera. It allows you to 
preview and individually pick images more easily, and even sorts them. 


Step 1 


Open the Photos app on your Windows 10 PC. 
Now connect your phone or camera to your 
computer using the relevant USB cable. If you see the pop-up 
menu asking how you want to deal with the storage media 
you just connected, ignore it or dick it closed. 



Step 4 


By default, every image detected on your device 
will be selected for importing. If you want to 


import everything, click Continue. If not, you can use the 
check boxes on the images to select those you want to 
import; use the Clear All and Select All buttons as required . 
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Step 2 


The Photos app should have opened up with the 
Collections screen showing. If not, dick the tab at 
the top to open it now. Along the top of the Collections tab 
are your controls: Refresh, Select, Slideshow and Import. 
Import is the on ly one you need to click at this point. 


Collection Album-, Folrirr* 
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Step 5 


You can now choose where the i mported photos 
will be saved. By default, this will probably be 
somewhere like C:\Users\YourName\Pictures. Click the 
'Change where they're imported' link to do just that. You can 
also choose to : mport into folders arranged by month or day. 
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Import 


Cancel 


Step 3 


The Photos app will now search for photos 
available to be imported. If your device is not 
connected properly, or the correct USB drivers are not 
installed, it will fail to fi nd anything at this point. If you are 
transferring from a phone or tablet, you may also have to 
unlock the screen to continue. 


Looking for new photos and videos 
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Step 6 


Click Import. Your image will now begin to appear 
in the Photos app window, within the Collections 
section. An album will also be created called Last Import. 

Click on one of the images shown to begin editing or 
enhancing it with the tools Photos offers. 



www.bdmPublic3tfoos.com 59 





























































Photos in Windows 10 


Importing photos from a digital camera or phone on to your PC may seem like a simple 
task to some but if you have never done it before you can encounter problems and have no 
idea how to fix them. Let’s take a look at importing photos from phone, tablet or camera. 


Importing to a Folder 


Importing your photos or images directly to a folder on the desktop, or elsewhere, is the traditional method. It tends to 
be quicker but offers fewer importing options. 


Step l 


The first thing you need to do to im port photos 
directly from a phone or camera is to connect the 
relevant cable to your PCI n almost all cases, this will be a 
USB cable of some sort. You will have been supplied a 
transfer cable with the device you are using, Plug this into a 
free USB port. 


Step 3 


Normally, when you first plug a device in to your 
computer which contains storage of some sort, 
Windows will ask how you want to handle the files in that 
storage. Scroll down the list to see 'Open in a Folded, in some 
cases. Explorer will open showing the connected device. 



Step 2 


Plug the other end in to your phone or digital 
camera a nd wait a few moments. Your PC should 
detect the device and may need to install some drivers to 
make the USB connection work. 



Step 4 


Now dick on the device storage: this may be 
Phone and Card on a smartphone and navigate 
to where the photos are stored. This will normally be in a 
folder called DCIM on your phone or camera. You can now 
simply cut and paste or drag and drop Images to a new folder 
on your PC. 
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Calendar 



Calendar Pane 

CALENDAR 


The main Calendar pane, however 
you choose to view it with the View 
buttons, contains several different 
bits of useful information. Public and 
national holidays are automatically 
added, based on location. The 
current day is accentuated in your 
chosen highlight colour. Weather and 
temperature information is shown for 
the current day, along with a few days 
after. Clicking the weather symbol 
opens the Weather app. 

POPUP 


You can now add a new event 
from the calendar popup in the 
taskbar, without having the main 
Calendar app open. Simply click 
on the date i n the taskbar, select 
the date you want to add the 
event/reminder, and then begin 
typing in the text box below the 
date grid. 
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Add Event 

Clickon any day in the main 
pane, or any hourly slot in day 
view, and a mini Add Event 
pane opens. You can use this to 
add an event to your calendar 
quickly. The pane includes event 
name, time-slots and location; it 
also lets you choose into which 
custom calendar you want to 
add it If you choose to add more 
details, click the More Details 
button, if not, click Done to add 
the event. 


Calendar Settings 

Alongside various customisation 
settings, such as the ability to 
choose light and dark themes 
and change the default highlight 
colour, are settings for adding 
new email accounts and changing 
the default view. You can also 
add public or national holidays 
manually, in Calendar Settings, 
if they have not been correctly 
added automatically. 


Switch to Tabs 


The Mail and Calendar apps are 
closely linked, and you can quickly 
switch between the two using the 
buttons here. Receive an email 
with an appointment in it, and you 
can quickly add it to your calendar 
usi ng the tools in the Mail app. 

You can also quickly switch to the 
People app and theToDoapp 
using the tabs/buttons here. 
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Explore the Windows 10 
Calendar App 


The Windows 10 Calendar app is a fully integrated planning tool that can be linked up to 
your email accounts and easily synced to your other Windows 10 devices. Adding new 
events can be done manually, or you can simply use it to view national and public 
holidays, all of which are automatically added based on your location. 
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Edge 


The Edge Menu 


Click the Menu button (three small 
dots in the top right] to open the Edge 
menu. From this menu, you're able to access Settings, print a 
page and find words or phrases in the open web page. Another 
option allows you to pin a particular web page to the taskbar 
as an icon, should you wish to. 
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Edge Tabs 


New tabs are opened either by clicking on a 
link (if the link is set to open as a new tab) or 
by clicking on the small + button at the top left of the browser 
You can have lots of tabs open at the same time. Right-click on 
any tab to see further options such as Reopen dosed tabs. 
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Edge Settings 


Clicking the Settings option in the 
Edge menu opens another menu with 
further options. Tabs down the side of the menu take you to 
different settings sections, including Privacy & Security and 
Advanced. In the General settings, you ca n change the theme, 
homepage and other basic options. 


Custom Layout 


You can change the layout between the 
three presets by clicking the Gear icon. 
You can also choose a custom layout. Here, you can enable/ 
disable the Quick links bar, the image of the day and set the 
visibility level of the content in the news feed. You can also 
change the browser language. 
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Edge Theme 


In addition to the light’ default theme 
of Microsoft Edge, there's an option in 
Settings to display a black theme. It’s becoming a lot more 
common for applications to have dark themes and the 
Windows 10 taskbar is dark too. It’s a good alternative to 
having super bright apps. 




Extensions 


Just like the previous version of Edge, Edge 
Chromium features extensions, which are 
downloaded from the Microsoft Store. You can view installed 


extensions in the Browser Menu > Extensions. There are fewer 
extensions available for the new version, but this situation 
will improve as It matures. 
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Edge 



EDGE PRIVACY 


Microsoft seems to be taking users’ privacy choices seriously 
with Edge Chromium, and you now have a much easier way to 
control your browsing data and history. The biggest 
improvement is Tracking Prevention. You can access these 
settings in Browser Menu > Settings > Privacy & Services, 

You can choose three different levels of tracking prevention: 
Basie, Balanced and Strict. These options all block known 
harmful trackers, but how personalised content (such as 

Tracking prevention 


adverts) is displayed and how well all Website features work 
depends on the level you choose. 

Our advice is to switch to Strict and then see how it affects 
your favourite websites. !f you find things are not displayed as 
they should be, you can always switch back to Balanced. 

You can view sites that you have blocked from tracking you, 
and also allow exceptions if there are sites which you want to 
allow to track you. 
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Now that you understand the basics of using the new Edge browser, let’s take a look at some of the features and tools that 
turn it from a good browser into a great browser. 


Immersive Reader 


If you find the adverts, social links 
and other elements of a modern 
website distracting, you can use the Immersive reader in Edge 
to clear the clutter. Not all pages are compatible, but most 
are. To enable Immersive reader, open the page and click the 
Book icon in the Edge address bar. 


While you are in immersive reader mode, 
you have the option to "Read Aloud” 

This starts a text-to-speech tool, which reads out the text of 
the Website, You can a Iso do this while viewing a website in 
normal view (Browser Menu > Read Aloud), but it works better 
while in Immersive reader. 


Read Aloud 
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Edge 


Steps 


All of the main Edge controls run along the top 
bar. On the far left are the Back, Forwards, Refresh 
Page and Home buttons. The Set Aside and All Tabs buttons 
from the old version of Edge are gone. Clicking the + opens a 
new tab and clicking the small X closes an open tab. 



Step 6 


The news feed displayed on the Start screen is 
split into sections: News, Entertainment, Sport, 
etc, and you can scroll down in each section to see more 
stories. To go to the source website in a new tab, click on any 
of the stories in the feed. Click Personalise to choose news 
categories to display. 
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Lots of the old Edge tools have been removed, including Set Aside Tabs and the ability to write on web pages. There are, 
however, still lots of tools In Edge. 


Favourites 


To access Favourites, or bookmarked sites, 
click the button directly to the right of the 
address bar (star with three lines). Clicking opens a fly-out 
list, at the top of which is the option to "Manage favourites 11 . 
This opens the list in a new page, where you can remove or 
re-order them, 



In Private Window 

if you want to browse i n private 
mode when using Edge, you can do 
v InPrivate tab, click the browser menu 
and select “New InPrivate Window", 
uv private tab by using the keyboard 
while Edge is active, 

so easily. To open a nev 
button at the top right; 
You can also open a ne 1 
shortcut Ctrl + Shift + N 
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Recent Sites 


The new Edge start page features a row 
of icons showing your recently visited 
websites or pages. Clicking these shortcuts takes you to that 
site/page instantly. You can also use this tool to show your 
favourite sites. Just click the + at the end and enter the name 
and URL of a site you want to add. 



Browser Zoom 


The option to zoom is also in the 
browser menu. This increases/ 
decreases the text and image display size in Edge, and will 
remain at whatever zoom level you set even when you dose 
and re-open Edge. Also available here is a button to switch 
the Edge window into full screen view quickly. 
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Browsing with 
Edge Chromium 


The latest version of Edge, Edge Chromium, is a significant change and offers a much 
better browsing experience. Based on the Google Chrome browser, Edge is focused on 
modern web standards, privacy and security and boasts several new features. 


Get Started with Edge Chromium 


Edge Chromium feels much less clunky than the previous version and already feels more like the most popular 
browsers available, such as Chrome or Flrefox. 


Step l 


If you haven't already updated to Edge Chromium, 
you can download it from www.microsoftcom/ 
edge. Once downloaded, click on the download to install it. 
The new version automatically overwrites the old version of 
Edge, completely replacing it on your computer. 
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Step 3 

Depending on the layout you chose during setup, 
the start page will either display a news feed or 
page (with the news feed just a scroll away below 
n check out the other layouts easily by clicking the 
at the top right and choosing from the menu. 

a cleaner | 
it). You cai 
Gear icon 




Step 2 


During setup, you have the option to import 
browser date such as bookmarks and favourites 
from Google Chrome, choose the initial start page layout, and 
set up syncing across devices (other computers, your phone, 
etc.) Once installed, Edge opens at the start page. 



Step 4 


To search for a website or web page, you can type 
in the search field at the top (which is always 
there), or you can type in the search box floating in the start 
page. When you typo in either box, Edge shows a list of 
suggestions based on what it thinks you require. 
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Edge 






Alongside options to change the style of the Edge browser, 
including changing to a dark theme, a re several important 
settings. You can choose how the Edge browser opens, 
showing the Start page or another specified page for 
example. The advanced settings include options to block 
pop-ups and allow Flash Player 
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Favourites 

The Hub from the old version of Edge, 
which contained favourites, history 
and reading list has gone. Instead, you 
can access favourites and the reading 
list combined in a fly-out menu here., 
Browsing history can now be found in 
the Browser menu (along with another 
link to favourites}. 


Browser Menu 

The Browser menu, accessed using 
the button in the top right corner, 
contains options to open a new tab, 
new windows and a private browsing 
window, There are lots of other tools 
here, including extensions and “Save 
page as...” You also access the main 
Edge settings menu here. 



Customise Layout 

You can customise the Sta rt screen 
in several ways here. There are 
three preset layouts: Informational, 
Inspirational and Focused. You 
can also choose a custom layout, 
which lets you turn on/off individual 
elements such as pic of the day and 
the news feed. 




Dark Theme 

You can switch between light and 
dark themes in Edge. Or you can use 
the sa me theme as Windows 10 or 
macOS, by selecting Settings and 
more > Settings > Appearance and 
choosing an option from the Theme 
menu. You can also customise things 
like font display size here. 


www.bdmPublic3tiQns.CQm 51 





















































































Exploring the New 
Edge Browser 


The new Edge Chromium browser is subtly different from its predecessor, with several 
new features added and a few old ones lost. It still has tabs, bookmarks and a reading 
mode, as well as ways to customise the start page. Let’s take a look at Edge Chromium. 


Browser Controls 


+ 


In the top left corner, where you would 
probably expect to find them, are the 
browser controls. These include the 
Home button, the Page refresh button 
and the Page forward/Page back 
buttons. Right-dick on the active tab 
to see additional options, including 
Re-open Closed Tab. 


D 


Search Fields 

There are too search fields in Edge, 
one at the top (which is also the 
address field when viewing a website) 
and one which floats at the top or 
middle of the sta rt page, depending on 
the layout you choose. Use either of 
these and search suggestions appear 
as you begin typing. 


Recently Viewed/Favourites 

A group of icons are displayed for 
the most recently visited websites/ 
pages. These automatically update as 
you browse, but can also be edited to 
show your favourite or most-used sites 
by clicking on the + symbol at the end 
of the row of icons. 


News Feed 

The Start screen of Microsoft Edge 
is also a News Feed. The news feed 
is provided by MSN and is made 
up of news stories based on your 
geographical location. Either the feed 
is displayed at the top, or you scroll 
down to it, depending on the layout 
you choose. Click “Personalise 1 ’ to 
filter the news types. 



O tnl } 3 'Search of enter Web addrist 

-da Eflpmm#™ M? Dashboard V 73 AtitonaWe SIOl. 


0 The Top 20+ MgittL. v? How lo Customise ,. 


It WaoCwnwoe Sid... Q 



My Feed Personalise Top Stories UK World News Entertainment 




When cultural sites are defaced or 
disrespected | [o] 

dw.ccm 


Type 


to seirdh 


& 



rqp&TOfuES TOfJTOflilS 

Chemical in water leads to Bombshell; 'Theron as Mcgyn 

'1,300 bladder cancer cases' Kelly is a little frightening 1 


n The- i The Indc-pondcrf 



SO ww.Mmpublicaliom.com 







































































BestApps 


Tuneln Radio 


Tuneln brings you sports, music, news, 
podcasts, and radio live from around the 
world. Listen to the audio you love and let the moments move 
you. Listen to commercial-free music curated by leading-edge 
DJs, live mixes and special guests, coverage from the news 
sources you trust like CNN, BBC, NPR, Fox, MSNBC & more. 
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PDF Reader - View, Edit, Share 


PDF Reader by Kdan 
Mobile, a PDF expert 
for Windows platform, not only enables you to read, annotate, 
and share Adobe Acrobat PDF documents on your computers 
and smartphones, it also provides a brand new free-hand 
drawing and writing experience! Enterprise solution is also 
available. For more details, check our website. 
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Audiobooks from Audible 


Not enough time for all 
the books you want to 
enjoy? Download the app by Audible, an Amazon company, 
and access 200,000+ titles including bestsellers, classics and 
everything in between. Immerse yourself in a great story 
anytime, anywhere, by downloading a great story today. 



Dropbox 


Dropbox brings your cloud content and 
traditional files together with the tools you 
love—so you can be organized, stay focused and get in 
sync with your team. With all your files organized in one 
central place, you can safety sync them across all your 
devices and access them anytime, anywhere. Free or paid 
accounts available. 
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Get the space 
you need and 
so much more 




Adobe Photoshop Express 


Snap. Edit. Share. 
Smile. The free Adobe 


Photoshop Express app provides photo magic at your 
fingertips. Join millions of creative folks who trust and use 
Adobe Photoshop Express for fast, powerful, and easy editing. 
It's the one-stop-shop for you r quick a nd fabulous photo 
editing needs. 



EasyMail for Gmail 


Easily access your Google 
emails, notes and calendar in 
a standalone app, EasyMail allows you to switch between 
different accounts with just one dick. Benefit from the 
seamless Integration into your operating system and receive 
native mail notifications. With EasyMail, you always stay up to 
date without need ing to keep your web browser open. 


Enjoy Gmail without a browser! 
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Ten Essential 
Windows 10 Apps 


The Windows Store is crammed full of useful apps for your computer, from well-known 
names like Spotify to little-known but useful apps like Pin More. Here, we will take a look at 
some of the best, most useful, or just unique apps available to download right now. 


Netflix 


Netflix is the world's leading subscription service 
for watching TV episodes and movies. IMetflix 
membership gives you access to unlimited TV pro grammes 
and films for one low monthly price. - With the Netflix app, 
you can instantly watch as many TV episodes and films as 
you want, as often as you want, any time you want. 
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Fife Viewer Plus 

Are you tired of cluttering your PC 
with dozens of apps? The free version 
owsyou to open over 150 different file 
leapp. Open documents, spreadsheets, 
is, audio files, video files, archives, and 
th time and money with File Viewer Plus, 

of File Viewer Plus all 
types with one, simp 
presentations, image 
much more. Save bo’ 
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(BACK TO SCHOOL SALE! 

Need supplies or new books? 
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Pinterest 


Look! ng for creative ideas? Whether you’re 
planning your next big travel adventure, 
searching for home design concepts, or looking for fash ion 
& fitness tips; check out new recipes, or explore lifestyle 
inspiration, on Pinterest. Discover billions of possibilities for 
every pa rt of yo u r I i fe, fro m new red p es to c rea t ive h o me 
design ideas. 


One Calendar 


The most popular all-in-one app for 
viewing all your calendars including 
Google, Live, Outlook, iCloud, Exchange, Office365and 
Face book. It integrates all. your calendars into an easy-to-read 
overview. View and manage all your appoi ntmerits, events and 
birthdays. Easily filter the appointments you would Like to see. 


Discover ideas you'll love 


Aty Q, #ft , r *■« 


: > January2020 

Meftdiy TuMdfrf 

30 31 


VWri-Vldly 

1 


YW-.IWr 


Thui-idiy 

2 


ym .y.mt 


flnlJh- 

3 


SMuidi 

-i 



48 www.Mmnublicaliom.com 













































Windows Store 


Step 5 


Here's what it looks like if you go to an album 
page in the Music section. Like the movie page 
in the previous step, there's a Buy link but no button to rent 
as there is with movie downloads.. With movies you can also 
choose to watch the trailer, while you ca n preview a snippet 
of music. 
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Step 8 


You don’t have to pay for most apps on the 
Windows Store. There are stacks of apps you can 
get hold of for free. Each app has a helpful star rating and 
user reviews, so you can always see which apps aren't ones 
that are recommended by others. 
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You're also able to buy single tracks, too - here 
they're 99p, At every stage the Windows Store wilt 
select other appropriate content for you to look at (often from 
the back catalogue or related artists), while you can also click 
any artist or album name to go to the relevant page. 


Step 6 
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Step 7 


Should you wish to, you're also able to join 
Microsoft’s subscription music service Groove Music 
Pass, We've talked more about the service in our Groove Music 
app tutorial, but essentially it gives you unlimited access to the 
Windows Store music catalogue and you can listen on basically 
any device, including Android and iPhone. There’s a 30-day trial 
but the service usually costs £9/$ 12.60/Cl0.25 per month. 
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Step 9 


When you download an app or other content, it 
will be added to your download queue, Apps will 
download and then install relatively quickly but other content 
- especially HO movies - could take longer. You can also click 
the blue Check for Updates button to check for app updates, 
though these will install automatically. 


Downloaci and installs 

Ojvjt m 



Step 10 


Paid-for apps use your cred it or debit card. This 
is all connected to your Microsoft account and 
you can view your current account and billing information 
at account.microsoft.com. You can have multiple payment 
options should you choose to. At the Microsoft account site 
you're also able to view what Microsoft services (like Groove 
Music Pass) you're currently signed up to. 
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Find Apps and 
Windows Downloads 


There was a Windows Store inside Windows 8 but Microsoft has a new version inside 
Windows 10, That’s because, like the new so-called ‘Universal’ apps, the Store will work 
across all Microsoft devices including Windows Phones and the Xbox One. 


Take a Look Around 


The great thing about the new Windows Store is that the quality of the apps has improved, so it’s actually worth browsing. 
But aside from better apps, the whole experience of looking for new software has been improved in Windows 10. 


Step l 


As well as being more responsive to use, the 
Windows Store has improved vastly in terms of 
content- as well as apps and games there are now movies to 
buy or rent and music to download. You can switch between 
the major sections using the buttons at the top of the window. 
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Step 3 


Each section also features charts of the 
most downloaded apps as well as curated 
app recommendations. Here the selection is reasonably 
uninspiring but presumably this would improve as you 
downloaded more apps. You can also easily flick through the 
top free and paid apps. 
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Step 2 


Clicking on one of these main sections - here 
weVe clicked on Apps - takes you to a Browse 
screen where you're presented with the latest apps as well as 
those that are growing in popularity at the moment. You can 
also refine your search using the categories on the left - say 
you just wanted) to see Education apps, for example. 
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Step 4 


As iin many Windows 10 apps, there's a search box 
in the top right. The search will pick up results 
from across the Store, whatever you search for. Here weVe 
found a film we’d like to sec. This page is roughly the same 
whether you Ye looking at a game, movie or app. 
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Windows Store 



APPINFO SCREEN 


Once you have found the app or game you want to install, 
dick on the icon to open the app info screen. This screen 
displays the average app score, user reviews, similar app 
suggestions, as well as a list of features and updates. Click the 
Free, Buy or Try button to install the software. 








Down loads/Updates 


If there is an update or new 
download available for any app 
you currently have installed on 
your com puter, a notification will 
appear here. The number shows 
how many updates/app downloads 
are waiting. Click the arrow and 
select the required action (update, 
retry etc.). 




Store Settings 

Click the small Account icon here to 
see the store settings option. Here 
you will find deta ils of the M icrosoft 
account currently being used, along 
with several sliders used to control 
things like automatic app updates. 
You can also control who can install 
new apps on your PC. 


Show all 
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Ultimate English 
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Search Bar 

You can use the main search bar 
in the taskba r to search for apps, 
games, music and films in the 
Windows Store [store results will 
have the store icon next to them in 
the results list), Alternatively, you 
can search just inside the store by 
using this search bar. 


Windows Store Offers 

Periodically, the Windows Store will 
feature offers for its users. This could 
be a free Groove Music 30 day trial, 
or other download offers. Click on 
the link to read more about the offer 
and then follow the instructions to 
take advantage of it. 


mvwJ>dirimb lications .com 45 


















































































Explore the 
Windows Store 



Windows 10 comes with great built-in apps including Skype and OneDrive, but that’s just 
the beginning. The Windows 10 Store has loads more to help you stay in touch and get 
things done, plus more games and entertainment than ever before, many of them free! 
Expanding your PC’s versatility will depend on being able to navigate the app store. 


Category Tabs 

Just as with other online app stores, 
the Windows Store features several 
different download categories. 
These include Apps, Games, Music 
and Films. Each category has its 
own Home screen, which displays: 
Most Popular, Top Free and 
Trending sections. 


Featured Apps 

The Featured Apps slider will display 
those apps or games that are 
trending or have been particularly 
popular. This display is constantly 
updated and is a good way of 
f i n d i n g out w h a t ot h e r W i ndo ws 10 
users are using and playing. 


Software Charts 

These links ta ke you to lists of the 
most popular and most downloaded 
apps and games on the Windows 
Store. Once you dick on one of the 
links, you can further refine the 
chart using the links on the left-hand 
sidebar. Filters include Top Free, Top 
Paid, Best Rated and Mew & Rising. 


Apps and Games 

As you scroll down the main page of 
the App, Game, Music or Film Home 
screens, you will see additional 
sections showing Most Popular, Top 
Free, etc. If you want to see all of the 
apps in a particular section, click the 
Show All button on the right. 
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Forza Horizon 5 Demo 
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From using both old and new 
features, like the Microsoft 
Store, email and Skype, to 
making the most of every 
photo you upload, this section 
is all about getting more from 
the wide variety of software, 
tools and features Windows 10 
offers to those users prepared 
to explore. 


Contents 

44 Explore the Windows Store 
46 Find Apps and Windows Downloads 
48 10 Essential Windows 10 Apps 

50 Exploring the New Edge Browser 
52 Browsing with Edge Chromium 
56 Explore the Windows 10 Calendar App 
58 Learn How to Import Photos in Windows 10 
60 Howto Manage and Edit Your Photos 
64 Listening to Music with the Spotify App 
66 OneDrive- Using the Files On-Demand Tools 
68 Explore the Email App in Windows 10 
70 How to Set Up and Use the Mail App 
74 Using the Facebook App in Windows 10 
76 Using WhatsApp in Windows 10 
78 Making Calls with the Skype App 
80 Sharingto Nearby Devices 
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H Using the 

Focus Assist Tool 


Focus Assist allows you to create distraction-free periods by blocking alerts, notifications and 
other sounds. Turn on Focus Assist to stop distractions like social media or alternatively set it 
to turn on automatically at certain times during the day. 


Blocking Notifications 


Choose which notifications you want to see and hear. The remainder of your alerts will go into the Action Center so 
you can see them at a more convenient time. 


Step l 


You can easily activate Focus Assist using the 
quick actions panel in the Action Center. The 
default setting is Off. Click the Quick action button once to 
allow priority notifications only, dick it a second time to allow 
alarms only. Click the button a thi rd ti me to turn Focus Assist 
off again. 
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Step 3 


To set an automatic ru le by ti me, click on the 
option and then click the slider to On. You will 
now see menus to set start time, end time and whether to 
repeat the rule daily, just on weekdays or just on weekends. 
The focus level lets you choose if this applies to priority 
notifications or alarms. 
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Step 2 


You can also turn Focus Assist on or off in the 
main settings (settings > system > focus assist). 
Once there, you can also set up your automatic rules and 
customise your priority list You can set automatic rules based 
on times, when you are duplicating you r display or when 
playing a game. 
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Step 4 


If setting Focus Assist to priority* you can 
set a priority list by clicking 'Customise your 
list Here you can add or remove specific apps* people or 
Windows 10 features that notify you. When you turn off Focus 
Assist (manually or automatically), a summary of missed 
notifications can be shown. 


* Priority fist 

l?p^vKvnit|kinmin 

Idwafti rii." tfAmptb. ctJ wwI tin-wwi pc- k- 

mt** rnnw Urmai edI hr 


t*is, "(its. jnd icrirideij- 

CfcnMiA jl ■»! r >■ >-*■ ik-ra t- Mito *1 jdHilliHiyiiW ijJl M 

■a - RRugn Fran par £xxun jpp T'K'i^h e±bC ann ipa 
•at >-awi Lu d prcra jx J 4a*i re.: uj^ur: CA 


C*i Ojtjm- j * ji r?v F^crw 

5 "JVfc- vri P i'.sJ '..VmI iM K-r-n a prvw> 

Q Qvhirami iirlm j IrftM ptaru- 
Q 4mMffvlrn irfidh,La< n# uc jdd 


FMffr 

'■**> n* ItefcMr-rifll-ikM hitttM** ln:#ft 

j#>p -’. bug wpi 1*Jrr< Urvj&rw} mm a 

■WiMWf* 

Qj jniTr r-yftiaria-n ~z-n pmc r mt-j EriZMam 


42 www.Mmnublicaliom.com 




































Mobile 


Steps 


If all is successful, you should now see your 
phone displayed in the Your Phone app on your 
computer; There is a new screen displayed on your phone, 
this shows the settings for the Microsoft companion app, 
alongside to which Windows 10 computer it is connected. 



Next, app permissions... 


Step 8 


If you want to be able to see notifications from 
your phone on your PC screen, you need to click 
on Notifications and then click “Get Started 1 '. Again, you 
need to allow this on your phone settings, which are opened 
by clicking the button on the screen in the Your Phone a pp. 
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Step 6 


Now it’s time to start using the Your Mobile app. 
In the left-hand sidebar are several different 
sections. These include Photos, Messages, Notifications and 
Phone Screen, Each part of the app needs to be enabled to 
begin using it, so you don't have to allow full access if you 
don’t want to. 
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Connecting to your phone.. 




Step 9 


To view photos stored on your phone from the 
comfort of your PC, click the Photos section. Allow 
access as before, and then wait while the view refreshes. The 
most recent 25 images captured on your phone are displayed. 
You can open them in the Photos app by clicking on them. 



Step 7 


Click on Messages 
first, and then click 
the "See texts” 
button. When asked, 
send the notification 
to your phone to ask 
permission to access 
messages (if already 
given, this opens the 
messages list). Your 
phone messages are 
now displayed, and 
you can dick on any 
to read and reply. 
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Step 10 


The Phone Screen option allows you to mirror 
your phone screen on your PC, displaying 
everything that is happening on your mobile device in the live 
feed of the Your phone app. To fine-tune any settings, click 
the Settings button at the bottom of the sidebar in the Your 
Phone app. 
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Connect Your 
Phone to Your PC 


You can connect an iOS or Android phone to both your Microsoft account and Windows 
10, allowing you to view the photos on your phone from the comfort of your desktop and 
even view call and SMS details on your computer as they arrive on your phone. 


Set Up the Your Phone App 


The setup steps for connecting a mobile device to Windows 10 are almost exactly the same for both iOS and 
Android devices. 


Open the Settings and look for the * Phone" 
option. Click the link and then click the “Add a 
phone 11 button on the next screen. The Your Phone a pp then 
opens i n a new window. You can also get to the app directly 
from the link at the bottom of the appslist in the Start menu. 

MUnp 


Step l 


Make sure you use the correct country code 
(e.g, +44 if in the UK) and then click the “Send” 
button. Within a few seconds, you should receive an SMS 
message on your phone from Microsoft Click on the link 
in the message and, if asked, allow the Companion app to 
take photos. 


Step 3 
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Step 2 


In the right-hand sidebar, click on the type of 
phone you have (Android or iPhone) and then click 
“Continue 11 ; another window opens, showing your Microsoft 
account. To link your phono to your PC, you need to enter your 
phone number here (if not already in your account). 
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Step 4 


Meanwhile, on your computer screen you should 
see a new window open, showing a QR code. 
Scan this using the Companion app now open on your phone. 
Again, you may be asked to allow certain app permissions on 
your phone, if you decline, you cant connect your devices. 
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To finish sstring up Your Phone 
tampan ion, follow t ha steps below 
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Internet 


Your Usage 

In a move designed to keep up with more 
mob i le-base d compu t i n g d evices li ke th e 


iPad, Windows 10 now includes a data usage page in Settings 
too. Here it splits your data between wired and wireless. We'd 
like to see more advanced settings than this too, so you could 
see how much data you used on a public wireless hotspot, 

for example. 
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Troubleshoot 


From the Network a nd Sharing Center 


you can also click the Troubleshoot 
Problems button if you’re having issues with connectivity 
and networking. Another way to troubleshoot problems 
with a Wi-Fi connection is to right-click the Wi-Fi icon in 


your Notifications area near the clock. Select Troubleshoot 
Problems from the menu that appears. 
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Here weVe left the Settings app and 
weVe now in the Network and Sharing 
Center within Control Panel. The easiest way to get to this is 
to search for it or go to the Control Panel by right-clicking the 
Start button and selecting it from the menu. You can also get 
to it by right-clicking any network icon in the notifications 
area near the dock. 


Control Panel 
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Disable Adapters 


Another thing you can do is 
to disable and re-enable you r 
network adapter (like the Wi-Fi card in your laptop]. View your 
network connections by dicki ng Change Ada pter Settings in 
the Network and Sharing Center and then right-clicking the 
network connection in question in the view above. Disable it 
and then re-enable. 
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Sharing Settings 


From the previous window, select 
Change Advanced Sharing Settings 
from the left-hand sidebar. You'll betaken to this screen 


where you can turn on network discovery; this governs 
whether your computer can see others on your network and 
whether you are visible to them. You can also turn file and 
printer sharing on or off. 
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Anotherthingto bear in mind is the Windows 
Firewall. (Normally you won't have any 
dealings with this whatsoever but if you’re having problems 
accessing the Internet with a particular app, ensure it is listed 
here. Go to Control Panel > Update and Security > Windows 
Firewall and then select Allow an App or Feature through 
Windows Firewall. 
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Connecting Your 
PC to the Internet 


Setting up your Internet connection is an important step in Windows 10. Joining and 
managing networks is easier than ever. One of the new features is W?-Fi Sense that 
enables you to securely share network connection details with your contacts. 


We'll show you howto master your W3-F1 settings and explain what you need to do if you have a problem connecting to 
the Internet in Windows 10. 


Your Settings 


Network and Internet is one of the 



sections within the new Windows 10 
Settings app. It features a plethora of settings for the different 
ways to connect to the internet While the Wi-Fi screen is 
fairly straightforward,there are different settings windows for 
Ethernet connections and even dial-up. 


a *■ 


NETWCfiK & INTERNET 

WMi 

ri.J,. 1 /VHhT 

vtH 

CM-tjp 

(TMlfWI 


riiil * kitting 


Wi-Fi 


! Ofi 

HCHu(*-Z«rw 

ClHIWlfll 

BPMfl k.fl*' KiN 

BPMTl * 

BThtck?, JUT] 

hUtnvrOAA 

< 11 * 

Htn#j rtBSi 

BfHJtS FiW* 


If you need to log in to a corporate 
network, this is where you need to enter 
the appropriate settings. It's fai rly easy to do but you 11 need 
the configuration details from your iT helpdesk (they will 
have to enable you to have VPN access) plus your username 
and password. 
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Wi-Fi Sense 

We don't mind ourselves but some 
people are worried about the security 
l a ring network settings; or simply don’t want 
connect to networks shared by others. You 
visiting the right settings; just dick Manage 
m the Wi-Fi window. You can also manage 
rorks here. 
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If you use a proxy server, this is where 
you enter any specific settings to 
do with that However, Windows 10 should automatically 
detect proxy settings. Note that the settings you configure 
here won't apply if you connect via a VPN* because a VPN is 
essentially a tunnel directly into the corporate network you’re 
connecting to. 
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Cortana 


Cortana Tips and Tricks 


As well as helping you search, both on and off your computer, and letting you create lists and reminders, Cortana has 
some other clever tricks up Its electronic sleeve. 


Notification Mirroring 


Forward app notifications 
from your phone to your PC. 
Download and sign in to Cortana on your Android phone. 
Then go to Cortana settings on your PC, and switch on Send 
notifications and information between devices. Messages and 
alerts you receive on your phone, will now be mirrored on 
your PC 


Sticky Note Reminders 


Cortana can be instructed 
to create a reminder from a 
Sticky Note message. Open Sticky Notes and type, or use the 
Pen, to write down a reminder like “Call Mum at 4 PMC Select 
thetext that’s in a different colour, then select Add Reminder. 
Select Remind and Cortana will remind you later. 
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Cortana and Alexa 


Connect Cortana and Alexa. 
Enable the Alexa skill and 
link it to your Cortana 
account Then, just say 
“Cortana, open Alexa" 
on your Windows device 
and talk to Alexa as you 
normally would. Alexa and 
Cortana are always getting 
smarter, so new features 
like music and audible will 
be available soon. 


Change Your Name 


You can change what 
Cortana calls you. Select 
the Search box on the 
taskbar to open Cortana. 
Select the Notebook 
and then select your 
hyperlinked email address. 
Select Change my name, 
enter the name you want 
Cortana to call you, and 
then select Enter. 
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Locked Device 


You can use Cortana to search for 
something, or do something, even when 
your device is locked. You need to turn on Use Cortana even 
when my device is Locked in Cortana’s settings. When your PC 
is locked, say “Hey Cortana” and ask her something to see this 
in action. 
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Track Packages 


You can have Cortana 
track your packages. Open 
Cortana and select the 
Notebook icon and then 
Skills. Connect Cortana to 
Outlook [or other email 
provider) and then go to 
Permissions in the Cortana 
Settings and switch on 
Communications history. 
This allows Cortana 
to recognise package 
confirmation emails from 
most major carriers. 
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Cortana 


Step 5 


Back in the 
Organiser panel 3 
click the Reminders option 
to view and add reminders. 
With the reminders panel 
open, click the + button at 
the bottom to begin a new 
rem i nder Type a na me fo r 
the reminder, and then use 
the buttons below the name 
to set a time, place or 
person* or to add a photo. 




Once reminders 
are set in 
Cortana, they will appear as 
a pop up and, at the 
allotted time, as an Action 
Center alert. You can then 
snooze, or set the reminder 
as complete, just as you 
can for any alert that 
appears in the Action 
Center. A list of previous 
reminders remains in the 
Cortana Reminders panel. 
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Cortana Skills 


Cortana Skills are the various things you can allow Cortana to do, such as connecting it to a Gmail account or allowing 
it access to your music library. 


Manage Skills 


You can manage your Skills 
by opening the Cortana 
panel and clicking on the 
Notebook. Select the 
“Manage Skills' 3 tab, and 
then scroll down to see the 
skill category you want to 
manage. The exact skills 
you'll see here will vary, 
depending on theappsand 
features you have in 
Windows 10, 
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Calendars & Reminders 


You can choose whether 
Cortana can access and 
display your upcoming 
meetings, your upcoming 
reminders, and your 
calendar timeline. You can 
switch each of these options 
on and off independently. 
For this to work, you will 
need to be using the 
Windows 10 Calendar app, 
not a third-party app. 
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Connected Services 


This skill allows you to 
connect app services like 
Gmail, or Wunderlist, to 
Cortana. Select the option 
you want to connect, then 
dick the Connect button. 
Normally, you will then 
need to sign in to the 
account associated with 
that app or service (your 
Gmail account login, for 
example). 
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Commute & Traffic 


This skill can be set to work 
with d riving times, or public 
transport times, and will 
alert you to traffic 
congestion and delays on 
your way to or from work 
(or to and from any other of 
"your places' 1 ), and can 
even tell you when you 
need to leave in order to 
arrive at a meeting, or 
appointment, on time. 
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Cortana 



Doing More 
with Cortana 


Cortana is your personal digital assistant in Windows. The more you use Cortana, the 
better your experience will be. So if you haven’t used it much yet, or are feeling slightly 
underwhelmed, this guide will show you just how powerful a tool it can be. 


The Cortana Notebook 


The Notebook in Cortana is your way of making the feature more helpful when using it every day with your PC and 
Windows 10. The Notebook contains the Organiser and Cortana Skills, 


Step 1 


You can view 
your Notebook 
by dicking in the search 
field in the taskbar, and then 
clicking the Notebook icon in 
the left sidebar. You will see 
your name, plus the email 
address associated with 
your Microsoft account, at 
the top. And below that, two 
more tabs, for Organiser and 
Manage Skills. 



Notebook 



Step 3 


with the 
Organiser tab 
selected, you wi ll see your 
lists and reminders. If you 
have not created any, you 
wi ll see the options to 
create both. Click the Lists 
option and you can choose 
to create a shopping list, a 
to-do list, or any other type 
of list Also here are some 
pre-made lists, but they can 
be altered. 
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Step 2 


To edit some of 
the information 


about yourself, click the 
Edit icon (the pencil) next 
to your name. Click “Add 
a place” to search for, 
and then add, important 
locations to Cortana, 
These could be your 
home address, your work 
address, or the location of 
your favourite cafe. 
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Step 4 


When you open 
a list, you wilt 
see suggestions for things 
to add. Click these to add 
them, along with a check 
box. If you want to add 
custom items to the list, just 
type what you want in the 
text field at the top and dick 
the + button. Click the Menu 
button at the top of the list 
to delete all items from it. 
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Search 


Advanced Search Settings 


Head into the main settings app and click on the Search section. Here you can find search settings under two 
categories: Permissions and History, and Searching Windows, 


Enhanced Search 


The default file search setting is 
Classic, which just returns results 
from your libraries and from your desktop folder You can 
change this to Enhanced search, which will re-index your files 
and provide a much wider set of search result in the search 
panel. Libraries and desktop are still included. 


Manage Search History 


Windows 10 can collect 
search history from one or 
more devices, to provide a much more personalised search 
experience. If you prefer, you can disable search history, either 
on a single device or across all of your connected Windows 10 
devices. You can also dear existing search history. 
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Excluding Folders 


You can choose enhanced search 
and then exclude folders from the 
search index. This means that those folders and their contents 
won't appear in search results. There are already several 
folders excluded, including important system folders and 
things l ike App Data* * 
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Troubleshoot Search 


If you having problems with 
search (files not appearing in 
results as expected, for example), you can run the indexing 
troubleshooter. Open Settings > Search > Searching Windows 
and scroll to the bottom. Run the troubleshooter, and then 
select the problem you are having. 
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Advanced Index Settings 


You can further tweak the 
a re as of yo u r com p ute r t h at 
are i ndexed by the search by clicking on Searching Windows 
> Advanced Search Indexer Settings. Here you can choose 
to index encrypted files, rebuild the search index, and even 
change the search index location. 
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Search win <w look lr Tfw fcileunrg folder?, Add and nemove 
folders to personalise your search experience 
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Taskbar Display 


Windows 10 now separates the search 
field from the Cortana button. You 
can further customise how search is displayed in the taskbar 
if you wish. Right-dick on the taskbar and highlight “Search 11 
from the action menu. You can choose Hide, Show Search 
Icon or Show Search Box. 
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Search 


Steps 


When web resuits are shown in the search panel, 
you can scroll the list to see more (assuming there 
are more than a few results) just like when viewing search 
results in Bing or Google. You can further refine search results 
shown, by using the web, images a nd videos tabs at the top. 
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Step 8 


Search is linked to Timeline, so the search panel 
also shows recent activities when first opened. 
These include documents you have recently edited, websites 
and pages you have visited and app/games you have had 
running. Click the "Open Timeline" link to do just that 
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Step 6 


For things like documents and photos on your 
computer, the right panel will display information 
about the file (when it was created and where it is stored), as 
welt as links to Open, Open File Location and Copy Full Path 
to the file. Apps found in the store have an Install Link. 



Step 9 


You can access search settings from the Menu 
button at the top right of the search panel. 
This will also tell you which account is currently in use and 
connected to search. Click the link to manage accounts, 
including which email account will be searched here. 



Step 7 


The search panel also includes a set of Links to your 
most used apps or software. These are displayed 
along the top of the panel when it first opens, but are replaced 
by search results as you begin to type. Clicking on any of these 
app links will open the app directly from the panel. 
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Click on Search Settings to open the main 
settings app to the relevant section. Here you 
can control Safe Search settings, cloud search content, and 
your search history. You can also control what is searched 
(all files, or just libraries and desktop) and choose to exclude 
folders from search. 
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Step 10 
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Search and Cortana are no longer combined into one tool in Windows 10. Search now 
has some additional tools and settings which help you find things both on and off your 
computer. Added extras to search include recent activities and most used app links. 


Step 1 


Click in the search field at the left of the taskbar 
and the new search panel will pop up on screen. 
You can now simply start typing your search term and watch 
as the results are listed in the panel. The results will be split 
into sections such as Documents, Apps, Photos and Web. 


Step 3 


If you don't want to display everything associated 
with your typed search term, you can use the 
tabs at the top of the search panel when it opens. These 
let you filter results to just Apps, Documents, Emails, Web, 
Folders, Music, People, Photos, Settings and Videos. 



■ - !>.■* Ki 


a . i 




9 m milch hv Dtorw 

HHWU-3S 11.33 i?-nnta 

Pubtarikin-, ■ ii.-iii LwkIh Dcwfe 

nnn» 

Lrfi MxBfad 

Ft-.-.i-rf nwc pt 
*■ BOMV*bksfl*.0ftS 
BOH WTfc kWJ-.TJinvl n • 

- U JM Web kjfla- NlV'.p-u I 

- B^ vrt k>q<s-NE^p*xi ■ 

- BLSH lfr*b lagj-7«BA.12l png m 

■ BOH Web l:igj ui 

- BOM VMj-k.VJ |- t | SC , '^ r P l !j i 

. Hnw.wfch.inj>. *; pp j 

- BOH Web klfO 3CCUG pi ly i 

- IOH-tttbk>g*-11O:lS0.(Hi!i 

- BOH kjfji 1«kK)£Lpr& 

. BOH Web l:q 3 1 SO.:' SCLpng i.u 

■ IOM V*eb k=(R pnij 

. BQM-WMb-taga- 33 b&fi.png . 


& 


2019-Qi-H li.iajJ B-OMPuWk^ioni 
lech bu «3e Efoo<s- sr-d &ook*r>n« 

m«fle 


1km" < 'W l'. 111 'tf. :nrii i,-'- I V^.f rj> V i wr^. 

L.>n -mriftnd - 117*3 


Cr Own 

. . GfHI lip hA.tfl.Of1 

IJ> C'.'wM iVli 


Step 2 


If the app, setting, photo or document you are 
looking for is highlighted at the top of the search 
panel as you type, you can simply press Enter to open It. To 
view a non-high lighted result or category, you can just click on 
it to open it (open a web result in the browser, for example). 
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Step 4 


Results will display more information on the 
right side of the search panel. For example, a 
web search will display a list of search results from Bing. 
Mouse-over any of the results in the list on the left, and then 
dick the right-pointing arrow that appears to see more info in 
the search panel 
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CORTANA AND TIMELINE 


In addition to resum ing past activities 
through Timeline, your personal digital 
assistant Cortana will suggest activities 
you might want to resume to help you 
stay productive as you switch between 
your phone, laptop, and other Cortana- 
enabled devices. This experience is 
powered by the same activities that 
appear in Timeline. 
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Getting Started 

Use your PC normally. After a while, select the 
new Task View icon in the taskbar; you can 
also open Task View by pressing the Windows 
logo key + Tab. Below your running apps, you 11 
see past activities in the Timeline, If you have 
more than one PC, try using Timeline on all of 
them — you'll see the same activities no matter 
which PC you Ye using. 


Activity History 

The new activity history settings page allows 
you to control which accounts appear in 
Timeline. This is most relevant for users with 
multiple accounts, such as a personal Microsoft 
account, and a work or school account. 

Settings here also let you disable activity 
collection and clear your activity h istory. 


Annotated Scrollbar 

Avery useful annotated scrollbar makes it 
easy to get back to past activities in Timeline. 
The scrollbar will change to display dates, 
days or even times within a single day You 
can scroll the Ti me line screen using the 
arrow keys on the keyboard, or by clicking 
and dragging on the scrollbar. 


Activities 

In Timeline, a user activity is the 
combination of a specific app and a specific 
piece of content you were working on at a 
specific time. Each activity links right back 
to a webpage, document, article, playlist, 
or task, saving you time when you want to 
resume that activity later. 


All Activities 

There's also a way to see all the activities 
that happened in a single day—just 
select See all next to the date header. Your 
activities will be organised into groups by 
hour to help you fi nd tasks you know you 
worked on that morning, or whenever. And 
if you can't find the activity you're looking 
for in the default view, search for it. 
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View and Manage Your 
Activities with Timeline 


One of the most useful additions to the Windows 10 OS in the Spring Creators update is 
Timeline. This handy feature allows you to easily get back to anything you were working on 
previously, without having to have dozens of windows left open all over your computer. You 
will only see the Timeline features when you click the Task View button if you have the 
latest update installed. 


New Desktop 

Just as with the old version of 
Task View, there is a button to 
add extra virtua l desktops. Virtual 
desktops are essentially extra 
workspaces, so for example you 
can have one space with your 
email and chat windows open, 
and another where you're working 
on a PowerPoint presentation 
without email distraction. 


Task View 

Timeline introduces a new way to 
resume past activities you started 
on the current PC, other Windows 
PCs, and even iOS/And raid devices. 
The feature enhances Task View, 
allowing you to switch between 
currently running apps and past 
activities. The default view of 
Ti me l i ne shows sn a psh ots of the 
most relevant activities from earlier 
in the day or a specific past date. 


Earlier Today 

The Earlier Today panel shows 
the latest activities on your 
Windows 10 PC, Documents you 
have viewed, apps you have 
opened, and websites you have 
visited can all be displayed here 
as a thumbnail image. Click on 
any of the thumbnails to betaken 
back to that app, document or 
web page. 
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Notifications 


Managing Your Notifications 


You have a high level of control over how you are notified of things happening or requiring attention on your 
Windows 10 computer. Let's take a look at managing your notifications. 


Step 1 


Notifications that are showing in the Action 
Center will disappea r after you have clicked on 
them or actioned them. You can also remove them from 
the panel by hovering you r mouse pointer over them and 
clicking the X that a ppears. Some notifications can be safely 
ignored, but be wary about which. 



Step 4 


Open the main Settings > Notifications & actions 
and you can see several more ways to manage 


your notifications and the Action Center. At the top you will 
see the panel for reviewing, adding and removing Quick 
actions buttons (that appear in the Action Center). Available 
Quick actions will vary. 
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Notifications & actions 

Quick act ons 



Step 2 


Right-clicking on a notification heading in the 
Action Center will bring up a small action menu 
allowing you to choose to turn off future notifications from that 
app or service,, or make it a priority. You can also go directly 
from this action menu to the main notifications settings. 
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Step 3 

Right-clicking on the Action Center button will 
bring up a small options menu, allowing you to 
ff Quiet hours (a period when no notifications are 
whether app icons are shown in the Action Center 
her the number of notifications is shown on the 
ntcr button. 

turn on/ol 
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and whetl 
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You will also see a few sliders that allow you to 
control general notifications settings such as 
whether you get notifications from apps, notifications are 
shown on the lock screen of your PC and whether they are 
shown when you are duplicating the screen. 


0 


F.-.l j. 


■2 

I Q 'tffih-.r.iH'. A 

£■ taw 1 ilnf 

mud* 

O MtfBHtfef] 

JP 111 Dfch ft 

X ■jiwed 


Notification* & actions 

fh3t.1v: all or. i 

Grt hi>n jppi- trti wrefci-v 

B tM 

Vif* nc*rfV4*i^ i>i 7*^ MCtwn 

V? fin 

ta" flpj WtP uh ft- 11 if- f.utttiffn 

B) v»i 

►If* JW-r. I m ll-P'ViW; *T HIMfl 

l* i -ar 

V™ ™ &«! ■rtfcwkiw, w* nm fqv-fixi iifrtdri ml 

I »*jn r +•> A-tur 5 n*w jn£ iwl 

(O air 

ijft npf iiKta. ana kngrr.o't m r*i uu- mnfbvFi 
fi~Q gir 


Step 6 


Below these are sliders to enable or disable 
notifications for individual apps or services in 
Windows 10. Click on the name of the app or the feature and 
a new screen will open, letting you fine-tune the notification 
setting for each in much more detail (e.g. set the max number 
of notifications to show). 
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Manage Notifications 
in Windows 10 


If you’ve used a modern smartphone, you should be all too familiar with Notifications and 
alerts. Windows 10 has embraced the use of similar notifications in a much bigger way 
than older versions. Here’s howto manage those useful little pop-ups and alerts. 


Viewing Notifications 


Viewing your notifications is very straightforward, as they are all grouped together within the Action Center. You can 
see when you have new notifications by the numbered badge that appears. 


Step l 


Some notifications pop up in a small window 
in the bottom right corner of the screen as they 
arrive, others will simply arrive in the Action Center and 
display a badge on the Action Center button : again at the 
bottom right of the screen. To see your active notifications, 
dick the Action Center button. 
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Step 3 


Some notifications can be interacted with in the 
pop-up or in the Action Center, For example, after 
installing an app such as Spotify, a notification will appear 
telling you that the installation was successful, and letting 
you launch the app or pin it to the Start menu straight away. 
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Step 2 


Notifications are displayed under relevant 
headings and will be grouped together 
accordingly So if you have two different Calendar app 
notifications, find them grouped together under a calendar 
heading. Notifications that pop up a window will vanish after 
a few seconds if you ignore them. 
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Step 4 


Notifications of events from the Calendar app will 
always appear as a pop-up first and then appear 
in the Action Center. You have the option to i nteract with 
both, by snoozing the notification for a selectable period of 
time. Doing this will remove it from notifications until it pops 
up again later. 
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Folders 


Managing Your Folders 


Once created, folders can be adapted and customised in a number of ways. You ca n even change the default icon used 
whenever a new folder is added. 


Step 1 


You can manage a folder in a number of ways 
without even opening it Right-click on any 
folder and the action menu appears. The exact options 
that appear will depend on the apps or softwa re you have 
installed but can include scan, for viruses, compress, shred, 
zip and more. 



Step 4 


Most of these options are self-explanatory, such 
as copy, paste and select all but some are a little 
more confusing, Most casual computer users won : t need to 
use 90 per cent of the options in their day-to-day use but it 
is worth understanding them anyway. Add a few files to the 
folder and experiment. 



Step 2 


The standard (Windows 10) options in the folder 
action menu include Pin to Quick Access, Open, 
Share With, Pin to Start, Send To, Cut, Copy and Create 
Shortcut. If there is a small arrow next to an option in the 
menu, it means a further options menu will open when 
rolled over. 


StepS 


if you want to get really deep into managing 
your folders, there are even more options to 
explore. Open any folder and right-click anywhere inside 
the main window. From the action menu that appears, click 
Properties. Here you can manage all sort of things, from 
security to icon style, 
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Step 3 


Open the folder and a whole range of further 
options are available along the top of the new 
window. You will see four main tabs along the top: File, Home, 
Share and View. Each one of these, when clicked, will display 
a different set of further options relevant to the section. 



Step 6 


To change the icon style, that will change the 
style of all folder icons, click the customise tab 
and then click Change Icon at the bottom, Scroll to view all 
of the available icons (downloaded icons can be accessed by 
browsing], dick on your preferred icon and dick OK. 
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Create and Manage 
Desktop Folders 


Despite all of the changes to the Windows OS, folders have remained as one of the core 
tools for organising your files. Much more than just boxes to keep your photos or music 
files in, folders can really help to improve how you use Windows 10 on a day-to-day basis. 


Creating New Folders 


It may sound too simple if you are a long time Windows user but here's a look at how to create new folders on the 
desktop and within other folders. 


Step l 


On the desktop, right-click and select New folder 
from the action menu that appears. The familiar 
yellow folder icon will then appear at that position on the 
desktop (wherever you clicked), with the name automatically 
set as 'New folder 1 but highlighted ready to change, 



Step 3 


Double-click any folder to open it and view the 
contents. You can move items into a folder by 
selecting, dragging and dropping into an open folder or a 
closed one. If the folder is dosed, drag the selected items over 
the top of it until the folder is highlighted, then release. 



Step 2 


You can leave the name as ‘New folder’ if you 
wish. If you then create a second folder next to 
the first, it will automatically be named 'New folder (2)' You 
can rename a folder at any time by left-clicking on the title 
once, or right-clicking and selecting Rename from the menu. 



Step 4 


To delete a folder, right-click on it and select 
Delete from the action menu. You can also click 
and drag the folder to the Recycle Bin icon on your desktop. 
Anything in the folder will a Iso be placed in the recycle bin. 
To move folders around the desktop, just click, drag and 
drop them. 
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File Explorer 


Steps 


Also from This PC (you might know it as My 
Computer if you previously used an older version 
of Windows}, you can access the Programs and Features 
Control Panel area if you want to uninstall something. 
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Step 8 


The Windows a Charm bar has been abandoned 
in Windows 10 and the functions for Windows 
Store apps are hidden away inside the apps themselves; 
functions such as the Settings for the app itself and the 
ability to Print or Share. 
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Step 6 


File Explorer's Share tab also gets a new 
treatment, with the Share logo (first introduced 
with Windows S's Charm bar) now used forfile sharing from 
all apps. You can choose to email a file straight from the File 
Explorer window, add it to a zip file or share it with other 
Windows users. 


1 


^ y 

Guide PC RmoWeatfe 21 ScreenEt’ocs 

Itmy WirdtrAi ILI 

dl tenors 

*cop 


iteVc 

KJf 


Winaewi k*. 
Sketchpad and 
Vfm 
■‘fc-rirh rlfir 


✓ 




V 

Upoarei win 
to update in 
Wrv1n*-i lOdof 


ScciJ ific. 
Scaire jqnclf 


3N NOw 10 
Secure ^OUOCir 
ftrt ftaebadk *if. 


y 

SOJrtn HOw 10 
Scared lor 
AiV hi i‘^ ift 
Windnwi 111 rtry 


Step 9 


IfyouVe come from an earlier version of 
Windows, you might not be familiar with 
OneDrive. It’s Microsoft's cloud storage application and it’s 
available right from File Explorer in Windows 10, so you can 
access your files just as if they were on your own computer. 
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Step 7 


If you want to see what other options you have 
for sharing - perhaps using the Windows Mail 
app - highlight the files you want to share, then dick Share, A 
pop-up bar will appear on the left of the screen and will show 
you the options you have to share that file(s) or folder(s). 
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Step 10 


On-screen notifications have changed in 
Windows 10. Unlike in Windows 3, where they 
display in the top right of the screen, all notification action is 
now centred on the bottom right. There's also a place where 
notifications reside after they’ve popped up. 
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Learn How to 
Navigate Windows 10 


Here we’ll take you through the improvements to the general Windows 10 file browser. 
Many features remain from Windows 7 and 8 (such as clicking in the far right of the 
taskbar to minimise everything) and apps on the taskbar work the same. 


What’s New in File Explorer? 


File Explorer is a much undervalued part of Windows. And while it hasn’t fundamentally changed for several versions of 
the operating system, Windows 10 i ntroduces some interesting enhancements, which we'll take you through here. 


Step l 


The way you browse files in Windows 10 i$ 
broadly similar to previous versions of Windows, 
but File Explorer has been enhanced. The main Quick Access 
window shows you your most frequently used folders (after 
all, how many of us dip into more than five or ten folders in a 
day?) and also recent files. 
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Step 3 


There are also new icons across all File 
Explorer views, while there are a lot more file 
operations that you can access on the menu at the top 
of the window (known as the 'ribbon’ in Microsoft speak) 
without the need to use the right-click menu. This is to 
make it easier for PCs with touchscreens. 



Step 2 


The sidebar also works on the same principle 
and via a new Quick Access feature you can 
pin folders or files that you want to stick around. It will 
also show you Frequent folders too. You can pin things 
permanently onto Quick Access by right-clicking them and 
selecti ng Add to Quick Access. 



This PC is similar to before, but the link to 
Control Panel has been replaced by the Settings 
app, which you can now see on the menu bar. Although the 
Control Panel is still present in the background of Windows 
10, Microsoft intends for you to use the new Settings app and 
directs you there wherever possible. 
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File Explorer 







THE VIEW TAB 

The View fab in the File Explorer allows you to completely 
change how the window looks, how files are displayed and 
even whether each item has a permanent check box next to 
it One of the most useful tools in the View tab is the Details 
Pa ne button. This switches the Preview Pane to show a list of 
file details instead. This is particularly useful if you are looking 
at images. 


SHOW LIBRARIES 


Your Libraries in Windows 10 are preset system folders that 
are the default locations for your Camera Roll, Music, Saved 
Pictures, Documents, Pictures and Videos. You can easily have 
these displayed in the File Explorer. Right-click on any free 
area of the Navigation Pane and from the menu, click Show 
Li braries. You can then expand the List of libraries by clicking 
the small arrow. 
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Window Controls 

Almost every wi ndow that opens in 
Windows includes these controls. From left 
to right they are: Minimise, Maximise and 
Close. Just below the standard window 
controls is a small arrow and a question 
mark. The arrow is used to show and hide 
the File Explorer toolbar, which is useful for 
smaller displays, The question mark will, 
when clicked, open a help page. 
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Preview Pane 



If the preview pane is enabled, 
approximately a third of the File Explorer 
window and indeed, any other folder that 
you open will be reserved for a preview of 
any selected files. Normally, only image, 
htmland text files will display a preview 
in this pane. The preview pane can be 
increased or decreased in size by clicking 
and dragging the scroll bar to the left of it. 


Folder View 

The two buttons here let you choose 
between viewing the contents of the folder 
in a thumbnail format or alternatively, as a 
list. When the folder items are displayed as 
a List, you can choose to display a varying 
amount of information, including date 
last modified, file type and file size, items 
shown as a list will still display a preview in 
the Preview Pane when selected. 


Folder Contents Pane 

When a folder is selected in the File 
Location sidebar, its contents are shown 
in the main pane. The contents of any 
si ngle folder may vary greatly of course but 
Windows uses standard icons to show Word 
documents, text files, various different 
image formats and shortcuts to apps and 
software. As you can see here, images will 
usually be displayed as a thumbnail unless 
view settings have been changed. 
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Exploring the 
Windows File Manager 


The File Explorer is much the same as it was in previous versions of Windows but it is still 
worth you exploring it The File Explorer is one of the most overlooked tools in Windows but 
if you want to be able to find your accumulated photos, music files, and word documents 
without having to use Search, it is definitely something you should be familiar with. 


File Explorer Toolbar 

This tabbed toolbar contains all 
of the tools you need to manage 
the different files and folders you 
can view. The main tab is Home, 
which contains tools for pinning to 
the Quick Access pane in the Start 
menu, copying, pasting, moving 
and renaming files. Once you have 
selected a file or folder in the main 
pane, the tools become active. 


Navigation Pane - Folders 

The left-hand sidebar contains a 
list of different file folders on your 
computer. Clicking on any of the 
folders shown here will display 
the various files and folders 
inside, in the main pane. The list 
is split into sections* including 
Qu ick Access/ Rece n t, O ne 0 ri ve 
and This PC. If you right-click on 
a blank area, you can choose to 
show All Folders here. 
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the total number of items in the 
selected folder. Click on a file 
and the file size is also shown 
here. If you select several files, 
the number of items selected is 
shown, along with the total size of 
all selected items combined. 


1 

1 



23 f.lemsi 1 i iem ltd 1 .xD M S 




ps#xeh-pft^E6-26-lCl73.jpfrg 



pene!s-fj*ioto-39S8J9.ipeq 




22 www.MmpubliMlions.com 






















































Taskbar 


Pinning Apps 


A few apps and other software will be 
pinned to the taskbar when you first use 
your Windows 10 PC, You can add more as and when you 
choose. To pin apps, right-click on the app icon anywhere you 
see it [Start menu for example), click More and then Pin to 
taskbar. Shortcuts can also be pinned. 
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Peek 


Hovering over any open app icon in the taskbar 
brings up a Peek preview of the window. If a movie 
is playing, for example, you will see it playing here too. If you 
mouse over the preview, the X icon appears so you can dose 
the window down directly from the taskbar should you wish to. 



System icons 


Quick access to various system tools, 
including sound and network settings. 
The exact icons that appear here will vary depending on your 
system set up and apps installed. If we were using a laptop 
here rather than a desktop, for example, a battery icon would 
be in the notifications area., 





Taskbar Tools 


The taskbar contains several unique tools. 
These can be shown or hidden as you 
prefer They include the People app. Task View, the Windows Ink 
workspace and the Touch keyboard button. Right-click anywhere 
on the taskbar and you can show or hide these tools in the menu 
that appears. 



Notifications 


The Action Center gathers together all 
your pop-up notifications from things 
like the email app or Windows update. It also features Quick 
Settings buttons for things like Wi-Fi. The Anniversary update 
added notification badges, meaning you can see how many 
unread notifications you have. 
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Jump Lists 


Right-clicking a nything on the taskbar once 
again brings up a context menu. Apps such 
as Word and Excel feature jump lists, showing you recent files 
that you can pin to the list using the drawing pin icon. What 
appears in the jump list varies between apps, e.g. Edge will 
show recent websites visited. 
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How to Quickly 
Switch Between Tasks 


The taskbar not only gives you quick access to several key Windows 10 tools like Search and 
Cortana, it can be further customised with pinned apps, system tools and settings. Making 
full use of the taskbar can really improve how Windows 10 works for you. 


Mastering the Windows 10 Taskbar 


There are a lot more features and functions of the taskbar than may first meet the eye. Let’s take a look at how you 
can discover and master them. 



Start Menu Button 


Clicking this, as you will no doubt 
know by now, opens the Start 
menu. This is where you find all of the apps and software on 
your computer listed, along with Live Tiles and system folders. 
Right-clicking on the Start menu button opens a different 
menu, containing links to system tools li ke Task Manager 
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Cortana 


Cortana is now separated from Windows search, 
and is activated using the small circular button 
next to the search box. It is now a more focused virtual assistant, 
allowing you to create reminders, lists and perform functions 
using voice, or one of the many Cortana-connected apps. 


Search Box 


The Search box is i ntegrated into the taskbar 
in Windows 10, so it is alway s visible and 
available. Just dick anywhere in the search box to begin using 
it. If you prefer, you can hide the search box completely, or 
replace it with a search icon. Right-click on the taskbar to 
change between these. 
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The icon next to the search bar is Task 
View, which also includes Timeline. This is 
Windows 10’s new way to switch between open apps and 
it’s really rather good, providing you can get used to using it. 
Click to open or alternatively you can open the Task View by 
pressing the Windows Key + Tab. 
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Action Center 


Step 5 


If you right-click on the actual Action Center 
button in the taskbar, you will see some different 
options in the action menu that appears. These include the 
option to turn on Quiet hours, show/hide app icons and 
show/hide the number of notifications on the button. 
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Step 8 


A very useful addition to the Action Center is the 
Quick actions panel at the bottom. This allows 
you to quickly perform some key functions (or actions) such 
as connecting to Wi-Fi, You can expa nd or colla pse this bar by 
clicki ng the relevant heading. 



Step 6 


In addition to being displayed in the Action 
Center, notifications will create a pop-up window 
that appears at the bottom right of your screen. Clicking on 
these pop-up windows will also take you to the app that 
generated the notification (the Calendar app for example}. 



Step 9 


The Quick actions panel contains the Tablet 
mode button. Tablet mode automatically 
prepares the desktop for use with a touchscreen and your 
fingers; perfect if using Windows 10 on a touchscreen laptop 
or tablet. Upon activation you will notice an instant change. 










Step 7 


When you Ye done with the notifications on the 
menu, you can dick the Clear All button at the 
top to dismiss them. In Settings > System > Notifications and 
Actions, you can choose the Quick Actions that appear at the 
top of the bottom panel in the Action Center. 
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Step 10 


Whether you are on a windows tablet or a laptop, 
at some point you will probably need to shut 
down the Wi-Fi and Bluetooth (on an aircraft for example). 
Clicking Flight mode halts all wireless communication and 
places an aeroplane icon in your notifications area. 
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Managing Alerts 
and Notifications 


There have always been pop-up messages in Windows but now there is a centralised way 
in which these are viewed and interacted with. Called the Action Center, it is designed to 
work more like the notifications panel on a smartphone or tablet. 


Exploring the Action Center 


The new Action Center is a key interface element in Windows 10, providing you with access to Quick actions buttons 
as well as the notifications and alerts. 


Step l 


You can open the Action Center by clicking the 
speech bubble icon on the far-right of the taskbar 
or by pressing the Windows Key + A on your keyboard. If you 
hover the mouse pointer over the Action Center button, it will 
tell you if you have any new notifications. 


Step 3 


Clicking on a notification will take you to the 
app that generated it. You can also interact with 
certa in notifications within the Action Center panel. On this 
screen, you can see that the Calendar notification allows you 
to snooze it for various lengths of ti me. 
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Step 2 


This is what the Action Center looks like when you 
click the button. Any notifications are grouped 
by app, with a heading showing which app they are from. 
Notifications will remain in the panel until you actively 
dismiss them or action them (click through to the apps). 



Step 4 


You can also control whether or not an app 
sends notifications, or whether notifications 
are prioritised, from within the panel Right-dick on the app 
heading when a notification arrives and choose the desired 
option from the action menu that appears. 
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Start Menu 


Steps 


The Start menu now allows for the creation of 
folders. This means that you can further organise 
the menu by keeping related app icons in a single place. 

To create a folder, simply click and drag an app icon over 
another. The icon beneath will expand slightly. Drop the 
dragged icon and the folder is created. 





Step 8 


The Most Used section at the top of the list 
enables you to access recently opened programs. 
This will also show recently opened files, so if you have 
M icrosoft Word installed, si mply go to the menu next to the 
icon in the most used apps menu and you can instantly open 
your recently worked upon files. 



Step 6 


On the left-hand side at the bottom, there's a 
list of key items, such as the Settings app and a 
shortcut to the File Explorer, Click the power icon and you 
can shut down or restart your PC. You can add more options 
to this shortcut section in Settings > Personalisation > Start > 
Choose which folders appear. 


Step 9 


Clicking on any of the headings (including the 
individual letters) of the apps list will open an 
A-Z selection menu. You can then quickly click on any of 
the letters to skip directly to the listed apps that begin with 
that letter, rather than having to scroll down through the 
entire thing. 



Step 7 


The final area of the Start menu is the apps and 
softwa re I ist. This d i spla ys a 11 of the i nsta Ued 
apps and software on your computer (software which doesn't 
require installation, to run won’t be shown here). Scroll up 
and down to view the full list and dick the arrow next to apps 
to see more options. 



Step 10 


Finally, Windows 10 also makes it easy to resize 
the Start menu. Move the mouse to the edges 
and resize handles will appear, so you can have it covering 
half your screen or a much smaller proportion. You can even 
set the Start menu to open full screen, by going to Settings > 


Personalisation > Start. 
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Using the Main 
Windows 10 Menu 


The Start menu in Windows 10 is useful for much more than just displaying a list of your 
apps and software. It includes Live Tiles, shortcuts to folders and settings, and you can 
even create folders within the menu itself. Learning how to use the Start menu is a must. 


Get to Grips with Start 


Microsoft has completely redesigned the Start menu for a new era and it seems to be improved with every update to 
the OS, so it takes a little getting used to at first. Here's our tour of the new Start. 





Step l 


You open the Start menu by clicking the Windows 
icon in the bottom left of the desktop or by 
pressing the Windows Key on your keyboard. The menu in 
Windows 10 is a mix of the Windows 7 and 8 styles but works 
better than either, with a list of apps on the left and Live Tiles 
on the right. 



Step 3 


You can right-click anything in the live tiles area 
of the Start menu to bring up the tile menu. This 
lets you resize, unpin and even turn the live tile into a static 
tile. There are up to four different sizes of live tile: small, 
medium, wide and large, giving you lots of ways to build the 
perfect Start menu. 
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Step 2 


The live tiles work in the same way as they did 
in Windows 8, You can drag any of them around 
the menu should you wish to reorder them. You can right-click 
any file, folder or app in Wi ndows 10 and select Pin to Start 
to include it here. Once in the menu, click and dragto 
rearrange tiles. 
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Step 4 


The tiles are split into groups. You can dick the 
headings on existing groups to rename them. 
Dragging one of the tiles to the bottom of the menu, to an 
unused area of the menu, ena bles you to create a new group, 
A bar will a ppear at the bottom to indicate that a new group 
will be created. 
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PERSONALISATION 
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You can personalise the Start menu and taskbar in a 
number of ways. Open the main settings and dick on 
Personalisation. In the Start section you will see sliders to 
control whether you see recently added apps, most used 
apps, etc. You can also set the Start menu to display in 
full screen like it did in Windows S.l. 
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Taskbar (right) 

The right-hand side of the task bar con tains several essential 
Windows tools. Here you can check battery power (if using a 
laptop), your Wi-Fi connection details, speaker volume and several 
other things. You will also find the button to open the new Action 
Center here. The Anniversary update added notification badges 
here, so you can see unread notification amounts at a glance. 


Action Center Notifications 

Notifications in the Action Center 
range from security alerts and 
system errors* to emails and 
Facebook updates. If you are seeing 
notifications here that you don't 
need, Twitter updates for example, 
you can right-dick the heading and 
turn off notifications for that app. 


Start Menu Tiles 

Just as with Windows 3,1, the 
tiles that appear in the Start 
menu display information (when 
appropriate) from the apps and 
services they link to. You can 
custom ise the look of the tiles 
by right-clicking on them and 
selecting an option from the 
menu that appears. Tiles are now 
automatically split into relevant 
sections, e,g. Play and Explore, 




Quick Settings 

The Quick Settings displayed here 
will vary depending on the device 
you are using. You will normally 
see Wi-Fi, Note, All Settings, 
Bluetooth, Location and Quiet 
Hours here at the very least. If the 
Quick Settings menu is collapsed, 
dick the Expand button to show 
the full menu. You can now 
customise the Quick Settings 
buttons shown in Settings > System 
> Notifications and Actions. 
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Discover the Start Menu, 
Taskbar and Action Center 


The Start menu, taskbar and Action Center are likely to be three of the most used areas 
of the Windows 10 interface for most people. There have been several additions and 
improvements to these tools in the recent updates, making them even easier to use, so 
let’s take a look at what you can do with these essential Windows tools. 


All Apps List 

As you use Windows 10 and the various 
apps and software, a list of your most 
used tools will appear here. This is 
constantly updated as your use of 
the OS evolves. At the top of the All 
Apps list is a Recently Added section, 
showing newly installed software and 
a Most Used section showing your 
favourite applications. Click either 
h ea d i ng to ope n a j u m p to I ette r men u. 
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Start Menu Folders 

If you pin apps to the Start menu, their 
icons will appear below the block of 
tiles. You can now move these app 
icons into folders within the Start 
menu. To do this, dick and drag one 
icon on top of another. If the bottom 
icon expands slightly rather than 
moving out of the way, drop the icon to 
create the folder. 
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System Folders 

You can change the folders that appear 
in the bottom half of the Start menu, 
depending on how you use Windows 
10. Settings, Power and All Apps will 
always be present in this part of the 
menu but everything else can be 
chosen in Settings > Personalisation. 
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Search Bar 

The search bar is always visible to the right of the Windows 
button, unless viewing an app or game in full screen mode. 
Click in the Ask me Anything box and the search window will 
open. You can either type your search term or, if set up, use 
the Mic to ask Cortana When the search menu opens, it will 
hopefully be prefilled with relevant information and links. 



Taskbar (left) 


The taskbar contains shortcuts to many of the most 
commonly used apps, including the Edge browser, App 
Store and File Explorer, You can add any app to the taskbar 
by right-clicking on the tile or app icon and selecting Pin to 
taskbar from the menu. Right-clicking on the taskbar will 
also allow you to add different toolbars to it. 
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Exploring the 
Windows 10 Settings 


Windows 10 settings are actually spread across a couple of different menus but the main 
settings can be accessed by clicking the Start menu button, where you should see them 
pinned in the folder list. If not you can search for ‘Settings’ using the Windows 10 search 
bar. You can pin the settings icon to the taskbar or Start menu for easier access. 
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Child Account 


Step 5 


Click the Add a Child option in the new account 
window and enter their email in the text box 
section below. When you're ready, click on the Next button. 


Microsoft h. La uni. 


X 


Add! a child or an adult? 

Enter the err ail .address of the person you want to add If they use Windows. Office 
Outlook.com. OneDrivf. Skype, Of Xbflsc enter (lie email address Lhiry use to sign in. 

® Add a child 

Kids are safer online when they have Their own udcounl 
O Add an adult 


anon.c hild.2000@mai l.cc it 


X 


the person II v.'ent to add doesn't have an emai I address 


Step 8 


The child’s account is now ready to be activated, 
The message box informs you that you’ll need to 
respond to the email Microsoft has sent before they're able to 
login into the Windows 10 computer. Click the Close button 
when you're ready. 



Good to go! 

You invited anort.child.2G00$ mail .com io be added Do your family as a child. until tlwy 
accept the invite limn Llieir email. tfury'll be able to log into this device wuhouL larnily 
settirwjs. applied to their account. 

Let them know they'll need to be connected to the internet the first time they log into 
(he device, 


Steps 


You'll now get the message that it's not a 
Microsoft account, dick the link to Create a 
Microsoft Account, This will bring you to a new window with 
the email address you've entered already filled in. Complete 
the relevant details and click the Next button to continue. 


Let's create an account 

Window^, Office, OutJOQk.com. One-Chive. ^kyptr, Xbox. They're all better and more 
personal when They sign in with (heir Microsoft account. Lf ir more 

After y&u sign up, we'll send you a mess-age with a link 
to verily this user name. 


anon chiid.ZOM^m^U.com 


Get a new email address 


united Kingdom 


January 
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step 9 


Microsoft will send some emails to the child's 
account. One will be a Verification email, which 
you, or your child, will need to dick the link to activate the 
account. They need to log in to Microsoft online to complete 
the process. The other emai l will bean invitation to join the 
family account, which you also need to Accept. 
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Step 7 


The next section details what level of search and 
advertising Microsoft will allow to the account. 
Obviously you can untlck both boxes, or leave them as they 
are, depending on what you want. However, for the sake of 
enhanced privacy, we recommend unticking both. Click Next 
when you’re ready. 



Make sure Urey see the search results, advertising, and things they'll like most when 
Microsoft pci serializes Uieu experiences by usi ng then piefereiic.es and leiiimrig from 
Their data. Change these settings online sndl in some Microsoft products and services. 


B Enhance Then online experiences by lertihg Microsoft Advertising use their account 
information. -[They tun change this setting at any time.) 

3 Send them promotional offers fro«i Microsoft. i.lhev ran unsubscribe ait any time) 


Step 10 


Using the child account to join the family will 
send emails to you confirming the accepted 
invitation. Back at the Windows 10 Family & Other People 
wi ndow, you can now dick the chi Id's account and allow it 
to log in; or manage it via the Microsoft Family portal online, 
which we’ll look at in the next tutorial. 
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A Setting Up 
_Parental Controls 


If you’re sharing a Windows 10 computer with a child, or they have one for themselves, 
then setting them up with their own account can be helpful, A Windows 10 child account 
gives them freedom, whilst allowing you to set up certain restrictions. 


Windows 10 Child Account 


With a Windows 10 child account you’re able to set up age restrictions and time limits and ensure they're not visiting 
sites or using apps they shouldn’t. 


Step l 


Start off by clicking the Windows Start button 
and typing ‘account’, The first result that should 
appear is Manage your account, if a nything else appears, as 
in you have some work labelled ‘account 1 or such, then scroll 
down, until you find the Manage your account option. 
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p— Manage your account 

System settings 
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Apps 
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Step 3 


You'll need to sign in with a Microsoft account for 
this to work If you've not already set up a main 
Microsoft login account for Windows, you'll need to dick the 
Sign in with a Microsoft account option. Once done, you'll be 
presented with the current family members who already have 
MS accounts. 
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Step 2 


You'll now find yourself at the Windows 10 Settings 
page, In the Accounts section portal. Notice there 
are links down the left-hand side, look for the Family & Other 
People link and click it to continue with the process. 
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Step 4 


Next^ click on the Add a Family Member link, by 
the plus sign under the Your Family section. This 
will launch a new pop-up window to create a new Microsoft 
account. You need to make sure that your child has an 
email address and that you or they can currently access it to 
authenticate the process. 
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Accounts 


Steps 


During the initialisation process for Windows 10, 
you will be asked to sign in using your Microsoft 
account (you can also sign in with a Local Account), Microsoft 
will then go and fetch any information connected to your 
account, such as your profile picture, etc. 



Back in Settings > Accounts > Sync your Settings, 
you can tell your PC what details you want it to 
synchronise to your Microsoft account. Aside from several 
other options, you can choose whether you want your stored 
passwords to be synchronised using your account 
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Step 6 


Once youVe signed in using your Microsoft 
account, you can configure it from within 
Windows 10, Open the main Settings and choose Accounts, 
You can change options to do with the account itself here as 
well as how often your computer should require you to sign in. 



step 9 


Services within windows that use your Microsoft 
account, such as Mail ortho Windows Store, will 
now automatically have your account details pre-filled. You 
will be able to get access to your purchase history and more 
via the individual apps. 





Step 7 


Clicking Manage your Account will take you to 
your account page online. You may see an update 
to your account terms and conditions when you do this for the 
first time. Here you can see recent purchases, your devices, 
personal info [plus payment info) and change your password. 




Step 10 


Within Settings > Accounts you can also add 
family members to your PC, so they use their own 
login and don’t have to share your account. You can specify 
time limits and restrict the type of games that can be played. 
You can even add people that aren’t in your family group. 
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A Setting Up a 
_Microsoft Account 


A Microsoft account Is an important part of using Windows 10. It gives you single sign in 
access to all of the Microsoft and Windows 10 services, from Skype and Office to Outlook 
and the Store. Setting one up should be the first thing you do in Windows 10. 


Set Up and Configure Your Account 


Microsoft prefers its users to have a single main account, Here we show you how to create one as well as look at any 
other further settings you might need. 


Step l 


You can sign up for an account when you installer 
initialise Windows 10 for the first time but you can 
also create one at www.account.microsoft. com. This is also 
where you can customise your account settings, which we'll 
come onto shortly. 



Step 3 


in addition to Windows and Outlook.com, you 
can also use your account across all Microsoft 
services includingXbox Live, Skype, Office and Bing, as well as 
Windows-powered phones [your Contacts are automatically 
synchronised with your account too). 
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Step 2 


Even if you think you don't have a Microsoft 
account, ifs quite possible that you do have 
one. Ever had a Hotmail or 0utlook.com address, or did you 
use MSN or Windows Live Messenger? You can sign in with 
those same credentials. 
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Step 4 


You can create a Microsoft account with any 
email address (you used to have to have an 
Outlook or Windows Live account). So even if you use Gmail, 
you can still get a Microsoft account. It’s optional whether you 
have a new Outiook.com email account as well. 
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Essentials 


Essent a Is 


Before you start exploring 
everything the new operating 
system has to offer, take some 
time to get things set up 
correctly and make sure that 
you understand how to navigate 
around the desktop. Here we 
take a look at the core elements 
of Windows 10 and how you can 
use them more efficiently. 


Contents 


S SettingUp a Microsoft Account 

10 Setting Up Parental Controls 

12 Exploring the Windows 10 Settings 

14 Discover the Start Menu, Taskbar and 
Action Center 

16 Usingthe Main Windows 10 Menu 

18 Managing Alerts and Notifications 

20 How to Quickly Switch Between Tasks 

22 Exploringthe Windows File Manager 

24 Learn How to Navigate Windows 10 

26 Create and Manage Desktop Folders 

28 Manage Notifications in Windows 10 

30 View and Manage Your Activities 
with Timeline 

32 Using the Windows 10 Search Tools 
35 Doing More with Cortana 
38 Connecting Your PC to the Internet 
40 Connect Your Phone to Your PC 
42 Usingthe Focus Assist Tool 
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History of Windows 10 



Windows 10 is already nearly 4 years 
old and improving all the time. Let’s 
take a look at the main additions, 
changes andi updates to Windows 10 
from its launch in 2015, right up to 
the present day. 


Windows 10 Launch 


Given away free to users of older 
versions of Windows, 10 introduced new 
innovations tike Cortana, Microsoft Edge 
and the Xbox app. Multitasking was made 
easier with the improvements to Snap 
Assist and the addition of Task View and 
the Action Center 


JuCy 2015 


The first major update of Windows 10 wa s 
known as the Anniversary update. The 
Edge browser had a massive overhaul 
with the ability to pin tab added, among 
much else, Edge extensions finally arrived 
allowing users to add tools to Edge, such 
as AdBlcck, 


Creators Update 

The Creators update introduced several 
new Microsoft apps* along with some great 
improvements to system features and 
existing apps. Built-in game streaming was 
added* along with a new tab preview bar in. 
Edge and the ability to set tabs aside for later 


Fall Creators Update 


Aprol2017 


The Fall Creators update brought lots 
of additions and changes to the OS, 
including completely redesigned core 
app s, new features such as One Drive Files 
on Demand and the ability to pick up 
where you left off when switching between 
Windows 10 devices. 


Spring Update 


The Windows 10 Spring update brought 
improvements to the Edge browser, the 
introduction of the long-awaited Timeline 
feature, file sharing with nearby devices 
and much more. There were also several 
design changes to the overall look of 
Windows 10. 


April 2018 


October Update 


The snappily named October update for 
Windows 10 wasn’t a huge change* more 
a case of improving existing apps and 
features [Cortana tweaks* Dark Mode, 
Game Bar* etc.) with a couple of now 
additions thrown in, such as the Cloud 
Clipboard and Your Phone app. 


May Update 


The May update* while not huge, brought 
several changes to the desktop* including a 
simplified Start menu and the separation of 
Cortana from the search bar. There were also 
several more design changes, updates to core 
apps and performance improvements. 


May2019 


November Update 


The November update to Windows 10 was 
another seemingly small update, with no 
new features added. There were some 
improvements and tweaks to existing apps 
and system tools, and, as always, several 
security improvements [if you need a reason 
to update, security should be it). 


November 2019 


6 www. bdmDublications.com 





Software 


Doing More with Windows 10 


Contents 


All About Free Software 

Free eBook for 
Every Reader! 

To download your free, exclusive eBook, simply visit 
bdmoublications.com/freedownload/: then sign up 
fora free account, and follow the instructions to 
begin the download using the code below. 


Download code: BDMWISEN-7536230 


ALL About 
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Software 
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32 Explore the Powerful Maps App 
84 Learn How to Navigate with Maps 
86 Manage Your Contacts in Windows 10 
38 Personalise and Customise the Desktop 
94 Using the Sticky Notes Tool 
96 The New Windows 10 Game Bar 


98 Using the Cloud Clipboard 
100 Screenshots with Snip & Sketch 
102 Installing a Printer in Windows 10 
104 Setting Up Dual Monitors 
106 Find My Device and Remote Lock 
108 10 Ways to Reuse an Old USB Stick 


111 

Maintain and Protect Windows 10 



112 

Using the Windows Defender Tools 

138 

How to Create a Recovery Drive 
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What To Do if You’re Hacked 
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Fix Wireless Network Connection Problems 

118 

Secure Your Home Network 

142 

Encrypting Your Windows 10 Laptop 
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150 
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129 
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154 
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130 
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Create a Windows 10 System Image 
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Diagnosing Windows Problems 
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Easily Sync Files to an External Drive 





The New Windows 10 Game Bar 

Learn howto use the Game Bar for more than just gaming 


148 Manage Your Privacy in Windows 10 

Take control of the security on yourcomputer. 
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The Complete 

Windows 10 

Manual 


Welcome to The Complete Windows 10 Manual! 

Inside you will find step-by-step guides designed to make getting the most 
from your computer effortless, with something new to learn on every page. 
From sending emails and chatting to Cortana, to customising the Start 
Menu and scanning for malware, this book is filled with guides, tutorials and 
tips that are perfect for anyone wanting to improve their understanding of 
Windows 10. 

No matter if you are a long-time PC user or a complete Windows novice 
booting up your first laptop, there is something here for everyone! Including 
some of the most important elements of Windows 10, and something 
everyone who uses a computer online should know more about, the security 
and privacy features. 

So, what are you waiting for? Turn the page and start to build your 
understanding of Windows 10! 




Russ Ware 

Editor 

Email: russ@bdmpjbiications.com 


@bdmpubs 
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